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O BHeCeHMH H3MEHEHHA B pAKa3 MUHHCTpa KyIbTypH B copra Pecry6mmku
Kazaxcras ot 22 nexabps 2014 roga Nel44 "O6 yrBepkacHAN THIIOBEIX IIPaBAIT
JOKyMEHTHPOBAaHHA ¥ YIIPaBICHAA JOKyMEHTaNuel B roCyJapCTBEHHBIX H
HErOCy/IapCTBCHHBIX OpraHu3aIusix"

YTpaTuBmmii camy

[Tpuka3z Munuctpa kyiabTyphl u ciopta Pecriyonuku Kazaxcran ot 29 nexadpst 2017

rona Ne 351. 3apeructpupoBad B MunuctepcTBe octuiiuu Pecnyonuku Kazaxcran 12

sHBapsa 2018 roma Ne 16225. VTpaTun cuiy npukazoMm U.0. MUHHCTpa KyJIbTYphl U

criopta Pecniy6nmku Kazaxcran ot 27 uronst 2018 roga Ne 176 (BBoaAUTCS B IEUCTBUE C
1 centsiOpst 2018 roma)

CHocka. YTpaTuil cuily npuka3oM u.0. MuHucTpa KyasTypsl u cnoptra PK ot
27.07.2018 Ne 176 (BBoautcs B aerictue ¢ 01.09.2018).

B cootBetrcTBUU ¢ moanyHKTOM 2-2) myHkTa 2 ctaThu 18 3akona PecryOnuku
Kazaxcran ot 22 nexabps 1998 roga "O HammonansHoM apXxuBHOM (hoHJE M apXuBax "
ITPUKA3BIBAIO:

1. Buectu B npuka3z Munuctpa KynbTypsl U ciopta Pecniyonuku Kazaxcran ot 22
nexadps 2014 roga Ne 144 "O6 yrBepxkaeHur TUITOBBIX MPAaBWI JOKYMEHTHPOBAHUS U
yIpaBICHUA JOKYMEHTAallU€l B TOCYAApCTBEHHBIX M HErOCyJAapCTBEHHBIX
opranm3zanusax" (3aperucTpupoBaHHbIA B PeecTpe rocyqapCTBEHHON pPETHCTpPALMM
HOPMATUBHBIX MNpaBOBBIX akToB 3a No 10129, omyOGiaumkoBaHHBI B rasere
Kazaxcranckas npapaa" 13 aBrycra 2015 roga Ne 153 (28029) cnenyroniue nusmMeHeHus

n

TunoBele mpaBuila TOKyYMEHTHPOBAHHS W YIPABJICHHUS IJOKYMEHTAlUHUEH B
rOCYJapCTBEHHBIX U HErOCYIAapCTBEHHBIX OPTaHU3ALMAX, YTBEP/KICHHbBIE YKa3aHHBIM
IPUKA30M, HU3J0KUTh B HOBOW PEMAKIIMU COTJIACHO MPHIOKEHUIO K HACTOSLIEMY
IIpUKa3y.

2. JlemapTaMeHTy apXMBHOI'O J€JIa U JOKyMEHTauu MUHHUCTEPCTBA KYJIbTYpPHI U
cnopra PecnmyOnuku KazaxcTaH B yCTaHOBJIEHHOM 3aKOHOJATEIbCTBOM MOPSAKE
00€eCIeyuTh:

1) rocyaapCTBEHHYIO PErMCTpalyi0 HAcTOSLIEro Mpuka3za B MuHucTepcTBe
toctutiuu Pecry6onuku Kazaxcran;

2) B TEUEHHUE JAECATH KAJICHAAPHBIX AHEH CO THSA TOCyAapCTBEHHOM perucrpauuu
HACTOSAIIETO NMPUKa3a HAMPABICHNUE €r0 KOMUU B OYMa)KHOM U 3JIEKTPOHHOM BHJIE HA
Ka3aXCKOM U PyCCKOM si3blkax B Pecny0inkaHcKoe rocy1apcTBEHHOE IPEAIPUITHE Ha
npaBe XO03sSHUCTBEHHOTO BeneHus "PecmyOnukaHckuil eHTp MpaBoBOil nHPoOpMaIu"



U1 O(pUIIMATIBHOTO OIMYOJIMKOBAHMS U BKJIIOUYEHHUS B DTAJIOHHBIA KOHTPOJIBHBIA OaHK
HOPMAaTHBHBIX MPaBOBbIX akTOB Pecryonuku Kazaxcran;

3) pa3menieHrne HACTOSIIETO MpUKa3a Ha MHTEpHET-pecypce MuHucrepcrsa
KyJbTypel M cnopta Pecnyb6nuku Kaszaxctan mnocie ero oduuuaibHOro
onyOJIMKOBaHUS,

4) B TeueHUE IECATU pabouUX JHEH MOCie MOCiie rOCy1apCTBEHHON PEerucTpalfu
HACTOAILEr0 IMpHKa3a MpejcTaBieHue B JlemapTaMeHT HOPUAMYECKON CIIyKOBbI
MunucrepcTBa KyabTyphl U ciopta Pecriyonuku Kazaxcran cBeennii 00 MCIIOJIHEHUN
MEPOIPUATUI, TPETYCMOTPEHHBIX MOAMYHKTaMu 1), 2) 1 3) HaCTOSIIEro MyHKTAa.

3. KoHTpousb 32 HCIIOTHEHUEM HACTOSIIET0 IPUKA3a BO3JIOKNUTh HA KypUPYIOLIETO
BHUILIe-MUHHUCTpPA KyJIbTYpHI U criopta PecniyOnuku Kazaxcran.

4. Hacrosmuii mpuka3 BBOAUTCA B JEUCTBUE MO UCTCYEHUU JIECSITH KaJeHAapHBIX
JTHEH 1mociie AHs ero NepBoro o(QUIMaIbHOTO Oy OIMKOBAHUS.

MuHuctp
KYJBTYPBI H CIIOPTA A. Myxamenuyipl
Pecniy6mnkn Kazaxcran
IIpunoxxenue x npukasy
MuHuCTpa KyJAbTYphl U CIIOPTa
Pecry6mmkn Kazaxcran
ot 29 nexabpst 2017 roga Ne 351

[Ipunoxxenne k nmpukazy
MuHHCTpa KyJIBTYPHI H CIIOpTa
Pecny6imku Kazaxcran
ot 22 nexabps 2014 rona
Ne 144

TumoBsie paBUiIa JOKYMEHTHPOBAHHS M YIIPABJICHNUA JOKYMCHTALMCH B
roCyAapCTBEHHBIX M HETOCYJapCTBEHHBIX OpraHU3aI[iIx

I'maBa 1. O0mue monMoXeHUS

1. Hacrossmmme TunoBeie mnpaBuwiia JOKYMEHTHPOBAHHUS W YIPABICHUSA
JIOKyMEHTAIMeN B FOCYJapCTBEHHBIX U HErOCYJapCTBEHHBIX OpraHM3alusix (manee —
TumnoBble MpaBuia) yCTAHABIMBAIOT MOPSAJIOK JTOKYMEHTUPOBAHUS yIIPaBICHUECKON
JESTEILHOCTH Ha OyMa)KHBIX HOCUTENISIX B TOCYJIAPCTBEHHBIX U HETOCYIaPCTBEHHBIX
opraHu3anusix (gajgee — OpraHu3aiivm).

2. OpraHu3zanus, BEI€HUE U COBEPLUICHCTBOBAHUE CUCTEMBbI JOKYMEHTAIMOHHOTO
oOecrieueHus yrnpaBieHus,, METOIMYECKOE PYKOBOACTBO M KOHTPOJIb 32 COONIOEHUEM
YCTAHOBJICHHOTO MOPsIIKa padoThl ¢ JOKYMEHTAMU B OPTaHU3AIMKU OCYILECTBIISIOTCS
CTPYKTYpPHBIM TMOJpa3JeliecHueM, Ha KOTOpPO€ BO3JOXKEHbl (YHKIUU TI0
JIOKYMEHTAIIMOHHOMY OOecIieueHUI0 yrnpasieHus (naiee — ciyxoa JJOVY).



3. B opranuzanuu, B KOTOpPOW IITATHBIM PACIHUCAHUEM HE MPEIyCMOTPEHO
CTPYKTYPHOE MOJipa3/ieJIeHue, OCYIIECTRISAI0NIEee PYHKINUU 10 JOKYMEHTAMOHHOMY
00€CIIEUeHUIO0 yIpaBJICHUS, OOS3aHHOCTH BO3JIATAIOTCS HAa OTBETCTBEHHOE
JNOJKHOCTHOE JIULIO.

I'naBa 2. ITopsamox JOKyMEHTHPOBaHUA, HOATOTOBKH U 0pOpPMIIEHHSA
JOKYMEHTOB

IMaparpad 1. ITopsaok KoOKyMeHTHPOBaHMA U TpeOOBaHAA K 0)OPMIICHHIO
DOKYMEHTOB

4. JIOKyMEHTBI COCTAaBJISIFOTCS Ha Ka3aXCKOM sI3bIKE, HapaBHE C Ka3aXCKUM
opuIMaTbHO YyOTPEOIIeTCS PYCCKU 3bIK. B ciydasx, mpenyCMOTPEHHBIX 3aKOHOM
Pecnybnuku Kazaxcran ot 11 utonsg 1997 roga "O s3pikax B PecnyOnuke Kazaxcran",
NPUMEHSIIOTCS U IPYTUE SI3bIKHU.

JIOKyMEHT Ha Ka3aXCKOM SI3bIKE U CO3/1aBaEMbIi ayTEHTUYHbBINA JOKYMEHT Ha THOM
SI3bIKE, MEYaTAlTCs KaXKAbI HAa OTAENIbHBIX ONaHKax (OTAENBHBIX JIUCTaX) H
0(OPMIISIFOTCS €IMHBIMU PEKBU3UTAMHU.

5. Ilpu co3nanuu v 0OpMIIEHUU JOKYMEHTA UCIIOIL3YIOTCA OJIaHKU. PeKBU3UTHI
Ha OJIaHKaX pacrioaraloTcs B ONpeIeIeHHOM OCIeI0BAaTEIbHOCTA B COOTBETCTBHH CO
CXEMOU pacIOJIOKEHUsS PEKBU3UTOB JOKYMEHTA COIVIACHO MNPWIOXKEHHI0 1 K
HACTOSIMM THUIOBBIM MpPaBUIIaM.

6. CyOBeKThl MaJioro U CpeIHEro MpeIPUHUMATEIBCTBA COCTABIISIOT IOKYMEHTHI
Ha Oenbix aucTax Oymaru popmatoB A4 (210 x 297 mm), A5 (148 x 210 mm).

[Ipu cocraBieHnr JOKYMEHTOB Ha JTUCTaX OymMaru yka3blBaeTcs:

1) odpunmanbsHOE HAMMEHOBAHUE OPTraHU3AIMU, U3IABIIEH JOKYMEHT;

2) HaMMEHOBAaHME BHUJIa JOKYMEHTA, 3a UCKITIOUYEHUEM MTUChMA;

3) nata JOKyMEHTa,

4) perucTpalliOHHbIA HOMEP JOKYMEHTA;

5) HauMeHOBaHUE JIOJHKHOCTH JIHUIA, MOAMUCABIIETO JOKYMEHT, MOANUCH U
paci@poBKa IMOAIUCH;

6) OTTUCK TIeYaTH.

7. CyObeKkThl Majioro U CpeAHEro MpeaAnpuHUMATEIbCTBA BMECTO OJIAHKOB
UCIIOB3YIOT IITaMI C BOCIPOM3BEACHWEM HAUMEHOBAHUSI OPTaHU3AINH, ITyTEeM
MPOCTABJIEHUS €T0 OTTUCKA Ha OeJIbIX JUCTaxX OyMaru B JICBOM BEpXHEM YTIIy.

8. JIOKyMEHTBI COCTABJISIOTCS HAa OENBIX YHUCTHIX JUCTax Oymaru gopmatoB A4 (
210x297mm), AS (148x210MM) 1 UMEIOIITUX CJICAYIOIINE TapaMETPhI:

1 )neBoe nose- 20 MUIITUMETPOB (Aasee — MM);

2) npapoe noje-10 mMm;



3)BepxHee noJie -10 mMm;

4) unxuHee nosie-10 mMm;

JUTSI IBYCTOPOHHETO TeyaTaHusi 000pOTHAsI CTOPOHA JINCTA JOKyMEHTA:

1) neBoe mone- 10 mm;

2) npaBoe noge-20 mM;

3) BepxHee moJe -10 Mm;

4) nmxnee nosie-10 mm.

9. B opranuzanuu npuMeHsI0TCA CIAeAYIOMNe OJTaHKU JOKYMEHTOB:

1) 61aHK MUChbMa, COTJIACHO MPUJIOKEHUIO 2 K HACTOSIIIMM THUIIOBBIM MTpaBUIIaM;

2) OJIaHK KOHKPETHOTO BUJAa JOKYMEHTA, COTJIACHO MPUIJIOKEHUIO 3 K HACTOSIIINM
THUIIOBBIM ITpaBUIaM;

3) oOmuii 61aHK OpraHu3aIu, COTJIACHO MPHIIOKEHUIO 4 K HACTOSIIHM THITOBBIM
IIpaBUJIAM.

OOuuii 61aHK OpraHM3alMi UCTOJIB3YETCS JIsI U3TOTOBJIEHUS JIIOOBIX BUJIOB
JOKYMEHTOB.

10. bianku 10KyMEHTOB M3TOTABJIMBAIOTCS TUIIOTPAPCKUM CIIOCOOOM, C TTOMOIIBIO
CPEJCTB OMNEpaTUBHOU MoJurpaduu WM BOCIHPOU3BOIATCS HEMOCPEACTBEHHO MPHU
COCTABJICHUH TOKYMEHTA.

11. branku HOKYMEHTOB TrOCyJAapCTBEHHBIX OpPTaHU3AIUMN C U300paKeHUEM
I'ocynapcrBennoro I'epba PecniyOnuku Kazaxcran moasexar ydery, AJisi YEro B JIEBOM
HUKHEM YTITY KaKJIOTO K3eMIUIsIpa OJIaHKa JOKYMEHTa TUITOTpadCKUM CIIOCOOOM HITH
HyMEpaTOpPOM MPOCTABIISIETCS €T0 HOMEP, CEPHUSI.

12. bnankn TOKYMEHTOB UCHOJIB3YIOTCS CTPOTO IO HA3HAYEHUIO U HE MEPEIAIOTCS
JIPYTUM OpPTaHM3alMsM WJIM WHBIM JIMIaM 0€3 COOTBETCTBYIOIIETO pa3pelieHus
PYKOBOJICTBAa OpraHU3aI1u.

13. BHyTpeHHHE JOKYMEHTHI, 32 UCKIIOUYEHUEM PaCIOPSAAUTEIbHBIX JOKYMEHTOB,
COCTABJISIFOTCSI HA OEJbIX JUCTaxX Oymaru.

IMTaparpa¢ 2. ITopsaok opopmiIeHHS PEKBU3UTOB TOKYMEHTA

14. T'ocynapctBennsbiit ['ep6 Pecny6nuku Kazaxcran nzobpaxaercs Ha OjlaHKe
JOKYMEHTa T'OCYJIapCTBEHHOM OpraHuM3aludd B COOTBETCTBHUM C TpPEOOBAaHUSIMH,
YCTaHOBJICHHBIMU 3aKOHOJATeNbHBIMU akTamMu Pecnybnuku Kazaxctan o
rocyJlapcTBeHHbIX cuMBosiax PecnyOnuku KazaxcraH.

15. DmbOnema, JOTOTUN WM TOBAPHBIM 3HAaK (3HAK OOCIYKHUBAHMHS)
BOCIIPOM3BOJIUTCS Ha OJAHKE B COOTBETCTBUU C YUPEAUTEIbHBIMU JOKYMEHTAMHU
OpraHu3aliiu.

OMOsema, JIOTOTUI WM TOBAPHBINM 3HAK (3HAK OOCITY>KMBAHMS) HE Pa3MEIAeTCs Ha
6manke ¢ m3oOpaxenuem [ ocynapctsennoro ['epba Pecriyonuku Kazaxcran.



16. HaumeHnoBanue opranuzaiuu, Guinana (IpeICTaBUTENbCTBA) BKIIIOYAET B CeOs
Ha3BaHHE B COOTBETCTBUHU C YUYPEAUTEIbHBIMU JOKYMEHTaMU C YKa3aHUEM Ha
OpraHU3alMOHHO—TIPABOBYIO (hopMmy.

[Ipu odopmieHnrn COBMECTHOTO JOKYMEHTa, pa3pabOTaHHOIro ABYyMs U OoJiee
pPaBHBIMU OpraHM3alUsIMHU, HAMMEHOBAHUS OpraHU3aLMIl pacroiararoTcs Ha OJHOM
ypOBHE B al(haBUTHOM MOPSIIKE HAMMEHOBAaHUM OpraHU3alni.

[Ipu odopmieHnrn COBMECTHOIO JOKYMEHTA, pa3pab0OTaHHOIO ABYyMs M OoJiee
OpraHu3alusIMi, HAaUMEHOBAHUS PACIOJAralTCi B COOTBETCTBUU C HEpapxueiu
OpTraHU3aLMN.

COBMECTHBIN JTOKYMEHT IMOJJIEKHUT 3aBEPEHUIO NEYaTIMH OpraHu3auuil (mpu
HaJINYHH ).

CokpallleHHOe HaMMEHOBAaHHWE OpraHu3aiuu, (Gprimana (MpeacTaBUTEILCTBA)
IPUBOJMUTCS B TOM ClIydae, KOT/la OHO 3aKpEIUICHO B YUPEIUTEIbHBIX JOKYMEHTaX, U
pa3mMelaercsa B CKOOKax HUXeE MOJHOTO HAaUMEHOBAHUS.

17. HaumeHOBaHUE CTPYKTYPHOTO MOJpa3/eieHUs YKa3bIBA€TCSI B TOM cllydae,
€CJIM OHO SIBJSIETCS aBTOPOM JIOKYMEHTAa, M PacIoyiaraeTcsi HH)K€ HauMEHOBAHUS
OpraHu3alNH.

18. HammeHoBaHue BuJa JOKYMEHTa I€YATAETCS MPOMHCHBIMU OyKBaMH
MOJTY>KUPHBIM TIPpUPTOM.

19. aToil fOKyMeHTa SBJISIETCS JlaTa €ro MOAMUCAHUS WM YTBEPKICHUS WIH
coObITHS, 3a(DUKCUPOBAHHOTO B IOKYMEHTE.

JlaTta nOKyMeHTa MpOCTaBIISIETCS JAOHKHOCTHBIM JIUIIOM, TOJMUCHIBAIOIIUM WU
YTBEPKJAIOIIUM JOKYMEHT.

Ecnmu aBTOpamMu JOKyMEHTa SBJISIOTCA HECKOJIBKO OpraHU3aluii, TO AATOU
JOKyMEHTa OyjeT HauboJiee Mo3AHss JaTa MoAnucanust (YTBEP>KICHHUS ).

CnyxeOHble OTMETKH Ha JOKYMEHTE, CBSI3aHHBIE C €r0 MPOXOXKICHUEM U
UCMOJIHEHHEM (03HAKOMJIEHMEM) BHYTPHM OpraHu3aluM, [JaTUPYIOTCS H
HOJIITHACHIBAIOTCSL.

JHaty noxkymeHTa opopMIISIIOT apaOCKUMU IUPpaMH B TIOCIEI0BATEIIBHOCTH — JIEHb
Mecdla, Mecsl, roa. JleHp mecsaua u Mecsal opOpMIISIOT ABYMs Mmapamu apaOCKuX
udp, pa3aeneHHbBIMU TOYKOH, IO — YETHIPbMS apaOCcKkuMu 1 pamu.

CnoBecHo-IMppoBoil ciocod (AeHb MecdAlna U roja opopmisieTcs apadCKUMU
nudpamu, mecsn — cinoBoM, Hampumep: 05 ampenss 2017 ronm) HamucaHus JaThl
UCIIOJIb3yEeTCSd B MPABOBBIX aKTaX, MPOTOKOJaX, OAHKOBCKHX, (DMHAHCOBBIX H
OyXraJITepCKUX JTOKYMEHTax, B TOM YHCJE 3aTparMBalollMe IpaBa U HHTEPECHI
(bU3HUECKUX U IOPUIUUECKUX JIUILI.

20. PeructpanmOHHBII HOMEP NOKYMEHTA COCTOUT M3 MHJIEKCA JAena Io
HOMEHKJAType [ell OpraHu3aluM, MOPSAIKOBOTO HOMEpa JOKyMEHTa B



perucTpaluoHHO-KOHTpONIbHBIE popme (Hasee — PKD). Tlo ycMoTpennio opranuzamnuu
B PETUCTPALMOHHBIA HOMEDP BKIIIOYAIOTCS JOTIOJHUTEIbHBIE 3JIEMEHTHI.

Peructpannonusiii Homep (MHIEKC) JOKYMEHTa, COCTaBICHHOIO ABYMs U OoJee
OpraHu3alMsIMU, COCTOUT U3 PETUCTPAIMOHHOTO0 HOMepa (MHAEKCA) KaKI0M U3 ITUX
OpraHu3alui, MPOCTABISEMbIX Yepe3 KOCYIO0 YepTy B MOPSAJKE yKa3aHUS aBTOPOB B
JTOKYMEHTE.

21. B cchulke Ha pEerucTpalMOHHBIM HOMEp (MHAEKC) U JaTy BXOJISIIETO
JOKYMEHTa yKa3bIBAE€TCSl PETUCTPALMOHHBIA HOMEDP U JaTa IOKYMEHTAa, Ha KOTOPBIH
JTAETCS OTBET.

22. B OKyMEHTax MOJKET YKa3bIBaThCSl MECTO COCTABJICHUS WJIM W3JIaHUS
JOKYMEHTa.

23. JIoKyMEeHTHI aJpecylOT OpraHu3alusaM, UX CTPYKTYPHBIM MOAPA3ACICHUIM,
JOJIKHOCTHBIM MM (PU3MUYECKHUM JIULIAM.

[Ipu agpecoBaHuM TOKYMEHTa OpraHU3ALMU, €€ CTPYKTYPHOMY MOJpa3eiIeHUIO,
HAMMEHOBAHUs TMOJIpa3AC]IeHUN MHUIIYTCS CTPOYHBIMH OYKBAMH, IOTYXHUPHBIM
mpudpTOM B HMEHUTEIBHOM TNaJexkKe, NOJKHOCTh JIMIA, KOTOPOMY aJIpecoBaH
JOKYMEHT — B JJaTEJIbHOM IaJEXKeE.

[Ipu agpecoBaHuu AOKYMEHTa PYKOBOJMUTEIO OpPraHU3alMK, €€ HAMMEHOBAHUE
BXOJIUT B COCTaB HAUMEHOBAHUS JOJDKHOCTH ajpecara.

[Ipu anpecoBaHuu AJOKYMEHTa (PU3NYECKOMY JIMILYy YKa3bIBA€TCSl TOYTOBBIN ajipec.

[Ipu nepenucke BHyTpH OPraHU3alUu JOIYCKAETCS YKa3aHUE B JATEIbHOM I1aJI€XKe
TOJIbKO MHUIIMAJIAa UMEHU U (haMUITUU JOJHKHOCTHOTO JIHIIA.

Ecam gokyMeHT azapecyercsi B HECKOJIBKO OpraHu3aluid, OHU YKa3bIBAKOTCS
00001IEeHHO.

JIOKyMeHT coJiep>KUT He OoJiee deThipex aapecatoB. CioBo "Komus" nepen
BTOPBIM, TPETbUM, YETBEPTHIM ajJpecaTaMH He YyKasbiBaercs. llpu Oombiiem
KOJIMYECTBE aJ[pecaToB COCTABIISIETCS CIIUCOK (PEEeCTp) pacChUIKU JOKYMEHTA.

B cnywyae HampaBiieHUs JOKYMEHTa HEIMOCTOSHHBIM ajapecaTaM, B COCTaB
pekBusuTa "Anpecar" BKJIIHOYAeTCs IOYTOBBIM ajpec, KOTOphI odopmisercs
UCIIOJIHUTENIEM. DJIEMEHTBI TOYTOBOT'O aJipeca YKa3bIBAIOTCS B MOCIEA0BATEILHOCTH, B
COOTBETCTBHUU C IyHKTaMu 15 u 16 IIpaBun npenocraBiaeHus yciayr NOYTOBOW CBSI3H,
YTBEPKACHHBIX MpHKa3oM MuHHcTpa uH(OpMaAMU U KOMMYyHUKaluil PecnyOnuku
Kazaxctan ot 29 wuwns 2016 roma Ne 65 (3apeructpupoBaH B Peectpe
rocyJapCTBEHHOW PErucTpalii HOPMAaTUBHBIX TPABOBBIX akTOB 3a Ne 14370).

[Ipu anpecoBannu JOKyMeHTa (GU3NYECKOMY JIUILY YKA3bIBACTCS MHUIIMAT UMEHH U
(dbaMuIus moJrydaress, 3aTeM yKa3bIBaeTcsl IOYTOBBIN aJipec.

24. 3aroioBOK K TEKCTy JAOKYMEHTa O0(OpMIISETCS MONYXKUPHBIM MIPUPTOM OT
IPaHUIBl JIEBOTO MOJS JOKyMEHTa, 0e3 mepeHoca CJIOB M He coaepkut Ooiee 35
3HAaKOB B KaXXJ0M CTpoke. B JOoKymMeHTe mpH BeJMYMHE 3arojoBKa Oojiee 5 CTpOK,



nomyckaercss opOpMIICHHE 3arojoBKa MO CepeluHe JOKyMeHTa. Todka B KOHIIE
3aroJioBKa He CTaBUTCSI.

3arogoBOK K TEKCTy O(opMIseTcsi KpaTko, TOUYHO TepeaBaTh COACpKaHUE
nokyMeHTa. OH COTJIaCOBBIBAETCS ¢ HAMMEHOBAHUEM BHA JIOKYMEHTA M OTBEUaTh Ha
Borpockl "o uem?" ("o kom?"), "uero?".

3aroioBOK K TEKCTy JOKyMeHTa mMeHee 10 cTpok, a TakKe K JIOKyMEHTY,
odopmiieHHOMY Ha OnaHke opmarta AS, HE COCTaBIsAETCS.

25. OTTUCK MedaTu OpraHu3aiuu (pu HaTMu4IuK) 3aBepseT MOTMHHOCTh MOANKUCH
JTOKHOCTHOTO Julla Ha JokyMmMeHTe. OTTHUCK TMeyaTH OpraHu3alui CJIeayeT
IIPOCTABIIATH TAKUM 00pa3oM, 4TOOBI OH 3aXBaThIBAJI YaCTh HAUMEHOBAHHUS JTOHKHOCTH
U TIO/TTHUCH.

26. JIokyMeHTBI, aJjpecyeMble IPyTUM OPTaHU3aLUsIM, COCTABISIOTCS Ha OJaHKax
OpraHU3alH.

JIOKyMEHTBI aJipecyeMble BHYTPU OpraHU3alliy, 32 UCKIIOUEHUEM ITPaBOBBIX aKTOB
, COCTaBJIsItOTCS Oe3 OJaHKa.

27. HerocyaapcTBEHHbIE OpTaHU3AIMH JIUI]A BMECTO OJJAHKOB MOTYT MCIIOJIb30BATh
ITaMII, B KOTOPOM YyKa3aHbl HAUMEHOBaHUE OPraHU3allly, MyTeM MPOCTABJIEHUS €T0
OTTHCKA Ha OeJbIX JIUCTaX OyMaru B JJEBOM BEPXHEM YIITY.

28. JIOKyMEeHTY Ha pa3HbIX f3bIKaX MPUCBAMBAIOTCS E€IUHBIE HCXOIAIINE
PEKBU3UTHI. JJOKyMEHTBI Ha Pa3HbIX S3bIKAX JIOJDKHBI ObITh Ay TEHTUYHBI IPYT JAPYTY.
29. TekcT mokymeHTa opOPMIISIETCS B BHJE AHKETHI, THArPAMMBbI, TaOIHUIIHI,
CBSI3HOT'O TEKCTa WJIM COYETAHMS YKa3aHHBIX (PopM.
30. ®opma aHKEThI IPUMEHSIETCS MPU U3I0KEHUU LHUPPOBOIM MU CIOBECHOU
uHpopManu 00 0JHOM OOBEKTE 10 OIpeIeICHHOMY Ha0Opy IIPU3HAKOB.

[Ipu cocTaBlieHUM TEKCTa B BHUJI€ aHKEThl HAUMEHOBAHUS TPU3HAKOB
XapaKTEPU3yEeMOTO O0BEKTA JOJIKHBI OBITh BHIPAKEHBI UMEHEM CYIIECCTBUTEIHHBIM B
MMEHUTEIbHOM TajeKe€ WM CIOBOCOYETAaHUEM C TJIaroJioM BTOPOrO JHUIla
MHOKE€CTBEHHOTO YHCJIa HACTOSIIEr0 WM MPOLIEAIIEr0 BpeMEHU (uMeeTe, ObLIH,
HaXOJWJINCh). XapaKTEPUCTUKHU, BBIPAXKEHHBIE CIIOBECHO, COTJIACOBBIBAIOTCS C
HAaMMEHOBAHUSMU MPU3HAKOB.

dopma auarpaMMmbl MPUMEHSETCS MPHU U3JI0KEHUU HUGPPOBON WM CIOBECHOMN
uHpopManuu. JuarpaMma He AEIUTCS U HE TIEPEXOUT HA JPYTYIO CTPAHUILY.

dopma TAONHIBI MPUMEHAETCS MPU U3JIOKEHUU IU(PPOBOM HIIM CIIOBECHOMN
uH(pOpMaIIIH.

Tabnuiel UMEIOT JBa YPOBHS UYJICHEHHS TEKCTA - BEPTUKAIBHBIN — rpadsl u
TOPU3OHTANBHBIA — CTPOKH. I'padpl M CTpOKH TaOIHMIBI MMEIOT 3aroJiOBKH,
BBIpaKEHHBIC UMEHEM CYIIECTBUTEIILHBIM B UMEHHUTENBHOM Majexe. [loazaronoBku



rpad ¥ CTPOK COTJIACOBaHBI C 3arojioBKamMu. B ciiydae opopMieHus: TaOIUIBI HA ABYX
u Oosee cTpaHuIax, rpadbl TAOIHUIIBI HYMEPYIOTCS, CO BTOPOI CTpaHUIIBl YKa3bIBAIOTCS
TOJIbKO HOMEpa ATUX rpad.

Tabnuip! pacmonaratoTcsi B TEKCTE TOKyMEHTA WM B MPUIIOKEHHSIX. Bee Tabmuiisl,
€CJIM UX B TEKCTe Oosiee 0HOM, HyMEpYIOTCS apaOCKUMU IIUPPaMU.

31.Tekcr qoKyMeHTa pa30MBaeTCsl HA MyHKTHI.

[TyHKTBI B TOKyMEHTE pacroJiaraloTcs B JOTHYECKOM MOCIEI0BATEIHHOCTH, C
Y4E€TOM XPOHOJIOTHH 3TaloOB PEIICHUs] BOmMpoca. biuskue mo conepkaHuio MyHKTHI
3HAYUTENBHBIX TT0 00BbEMY JOKYMEHTOB OOBEIUHSAIOTCS B TJIaBbI, HECKOIBKO TJIaB - B
pasziensl, a pa3fenbl - B 4acTh. B Oonpmmx mo o0beMy TJIaBax BBIICISIIOTCS B
naparpadbl, pa3Jieibl B MOAPa3Aebl.

[TyHKTBI MOTYT OBITH TOJpa3/AeiiCHbl HAa MOANYHKTH. BHYTpU MyHKTOB U
MOJIMYHKTOB MOT'YT OBITh YacCTH, BbIJIeJIsieMble a03ariamu.

AG3alem cunTaercs 4acTh TEKCTA, PEACTABIIAIONIAs COO0M CMBICIIOBOE €IMHCTBO,
BbIJIeJIIEMasi OTCTYTIOM B IEPBOM CTPOKE.

32.B TekcTe TOKYMEHTOB HE JIOMyCKaeTcs 00o3HaueHue ab3aleB aepucamMmu win
WHBIMH 3HAKAMH.

[TynkThl, maparpadpl, rIaBbl, MMOJAPA3ACibl, pa3faeiabl U YaCTH JOKYMEHTOB
HYMEpYIOTCS apaOCKUMHU u(paMu ¢ TOUKOU creayromum oopasom — 1., 2., 3. u nanee.

Homepa noanyHKTOB B MyHKTax 0003Ha4ar0TCs apabCKuMu UPpamMu co CKOOKOM
cnemyromuMm obpazom — 1), 2), 3) u manee.

HywMmepainus myHKTOB, TJ1aB M pa3JeioB ABJISETCS CKBO3HOM, HyMmMepauus
NOAIYHKTOB B IYHKTE, maparpa¢oB B TIJaBe, MOJpas3aeiioB B pas3jeie -
CaMOCTOSITEJIbHOM.

33.TekcT MOKyMEHTa MeyaTaeTcs Ha MUIIYIed MaIlluHKe Yepe3 MoJTopa
MEXCTPOUHBIX HMHTEpPBAJIA WIM TMPHU MOMOIIU YCTPONCTB KOMITBIOTEPHON TEXHUKHU
pazmepom 14 mpudra Times New Roman (Taitmc Hwio Poman) uepes oaun
MEXCTPOYHBIN WHTEPBaAI. B OTHENBHBIX CiIydasx, a Takxke npu opopMIeHUN TaOIuIl,
NPWIOKEHUM, OTMETKM 00 HCIOJHUTENEe, NMPUMEYAHUN JOMyCKAaeTCs M3MEHEHUE
pa3MepoB mprudTa U MEKCTPOYHOTO HHTEPBATIA.

[Ipu odopmieHnn noKyMeHTa Ha JBYX W Oosiee JUCTaX BTOPOM U MOCIEAYIOIIHE
TUCTBI HyMepyroTcs. HoMmepa mpocrTaBinsioTcs apaOCckumu mudpamMud B CEpelnHE
BEPXHETO MOJIs JINCTa 0€3 3HAKOB MIPEITMHAHUS.

B oTMmeTke 0 HaIWYMM MPHWIOKECHUS, HA3BAHHOTO B TEKCTE JOKYMEHTA,
MIPOCTABJISIIOTCSA KOJTMYECTBO JIMCTOB, DK3EMILISPOB, S3BIK MCTIOJHEHUS CIETYIOIINM
obpazom:

"[Ipunosxxenue: Ha 3 nucTax B 1 SK3eMIUISIpE HAa Ka3aXCKOM SI3bIKE'.



IIpu HanMUYMU NMPUIIOKEHNN, HE HA3BAHHBIX B TEKCTE, YKA3bIBAIOTCSI UX HOMEPA,
HAaMMEHOBaHUs (IIpU HAJUYUHU JaTa U HOMEP), KOJUYECTBO JIMCTOB, KOJUYECTBO
3K3EMIUISIPOB U SI3bIK UCIIOJIHEHUS:

"IIpunoxenus: 1. I[lucemo MunucTepcTBa KyJabTyphl U criopTa PecnyOnuku
Kazaxcran ot 15. 10. 2014 roga Ne 3-5/151 na 3 nuctax B 1 sKk3eMIUIsIpe Ha Ka3aXCKOM
A3BIKE.

2....0"
Ecnau mpumoxeHuss K JOKyYMEHTY COpPOIIIOPOBAHbBI, YKa3bIBAE€TCS TOJBKO
KOJIMYECTBO HK3EMILISPOB.
Ecnu K JOKyMeHTy npuiaraercsi Apyrou JTOKYMEHT, TAKKE€ UMEIOLIMNA NPUIOKEHUE
, TO OTMETKA O HAJIMYUH MPUIIOKEHUS 0(hOPMIIIETCS CIEAYIOMHNM 00pa3oMm:
"IIpunoxenue: IlucekMo MunucrepcTBa KyJabTypbl U criopta PecnyOnuku
Kazaxcran ot 15 oktsa6ps 2014 roma Ne 3-5/151 u npuiiokeHue K HeMy, BCero Ha 7
JINCTaX, Ha Ka3aXCKOM S3bIKe".
Ecnu npunoskeHne HanpasisieTcsd HE BCEM aJpecaTaM, YKa3aHHbIM B IOKYMEHTE, TO
B OTMETKE O €0 HAJIMYMH YKa3bIBAETCS, KAKOMY aJpecaTy HANPABIISIETCS MIPUIIOKEHUE.
34. JIOKyMEHTBI, HampaBisS€Mbl€ B BBIIIECTOSIINE OPTraHbl, OPraHbI
Npe/ICTaBUTEIbHON, MCIOJHUTEIBHON M CyJeOHOM BJIACTH, TMOJMUCHIBAIOTCS
PYKOBOAUTEIIEM OPraHU3alUU WUJIU, 110 €r0 NOPYUYECHUIO, IEPBBIM 3aMECTUTEIIEM.

JIOKYMEHTBI, HanpaBlA€MbIE MOJBEAOMCTBEHHBIM U APYTHM OPTaHU3ALHUIM,
rpakJIaHaM NOANMUCHIBAIOTCA PYKOBOAUTEIEM OPTraHU3alMM, €r0 3aMECTUTEISIMA WIIN
PYKOBOJUTENSIMHA CTPYKTYPHBIX MOJIPA3/I€IEHU B COOTBETCTBUH C MX KOMIIETEHIIUEH.

DK3eMIUTAp UCXOASIIEr0 JOKYMEHTA, OCTAIOLIUKCS B IeJie OpraHu3aluu (OTITyCK
JOKYMEHTA), MOMJIEKUT noanucanuto. He nomyckaercss KOMUpOBaHUE JOKYMEHTA
B3aMEH OTITyCKa IOKYMEHTA.

[Toanuce OKyMEHTa BKIIFOUAET:

1) HauMeHOBaHME JOJKHOCTH JIMIA, MOJAMUCABIIET0 JOKYMEHT, O(UIIMaIbHOe
HAaMMEHOBAaHUE CTPYKTYPHOrO MOAPA3JAEICHUs WIM OpraHu3auuu (€ciyd JTOKYMEHT
odopmIIeH He Ha OJlaHKe);

2) IMYHYIO MOANIUCH U paclIM(PPOBKY NOANMUCH (MHULKAAT UMEHU U (PaMUITHS).
He nomyckaercss moanucaHue MOMJIMHHHKA JTOKYMEHTa IMPOCTABICHUEM
(pakcumue.

[Ipu moanucanuu AOKyMEHTa ABYyMs W 0oJiee JUIAMU PABHBIX JOIKHOCTEH MX
NOJAMKUCH pacroJiaraloTcsi B andaBUTHOM MNOpsAKe O(UIMAIbHBIX HAWUMEHOBAaHUU
OpraHu3alyi WIK CTPYKTYPHBIX NOAPA3ICICHUMN.

[Ipu noanrcannum JOKYMEHTAa HECKOJIBKUMH JTOJKHOCTHBIMU JIMIAMH UX TOAMUCH
pacrojaraiTcs OJiHa O] APYToil B COOTBETCTBHHU ¢ yObIBAHHEM CITY>KEOHOU UepapXuu
JTOJDKHOCTEM.



B JOKYMCHTC, COCTAaBJICHHOM KOMHCCHCﬁ, YKa3bIBaOTCA HC HAMMCHOBAHUA
I[OJI)KHOCTGI\/’I JnL, NOAMUCBIBABIINX JOKYMCHT, 4 UX 00s3aHHOCTH B COCTaBE KOMUCCHUH

JIOKyMEHTBI KOJUIETHAJIbHBIX OPraHOB OpraHu3aliuu (KOJJIEruid, COBETOB,
MacliuXaToB, IMPABJIEHHUI) NOANUCHIBAIOTCA MpeAceaaTelieM U cekpeTrapeM (
npeiceIaTeNbCTBYIONIUM U JIMIIOM, TPOBOJIMBILIKM 3amKCh). [I[pOTOKOIIBI annapaTHbIX (
ONEpPaTUBHBIX) COBEIIAHWA OpraHU3alMU U €€ CTPYKTYPHBIX MOJpa3AeieHui
NOAMUCHIBAIOTCS TPEACEAATENBCTBYIOIIUM JIUIIOM.

Ecnu 10MKHOCTHOE JTUI0, MOJIUCH KOTOPOIO 3ar0TOBJIEHA HA MPOEKTE JOKYMEHTA,
OTCYTCTBYET, TO IOKyYMEHT MOUIEKUT NepeoOpMICHHUIO Ha JIUIIO, UCTIOJIHSIOLIEE ero
obs3anHOCTH. He momyckaeTcs moamucaHue JOKyMEHTa ¢ mpeayoroMm '"3a" uiu
IPOCTABJIEHUEM KOCOM YEpTHhI Nepe]] HAMMEHOBAHUEM JOKHOCTH.

HaumenoBaHust TOJKHOCTEHN JIKII, TOJMUCHIBAIOIIMX JOKYMEHT, U paciindpoBKa
noAanucel odopmisercss CTPOYHbIMU OyKBamH, MONYXUpHbIM mmpudpTom. Ha
BHYTPEHHHX JOKYMEHTaX HAMMEHOBaHHUE JOJIKHOCTEH HE yKa3bIBACTCS.

35. CormnacoBaHue MpoeKkTa JOKyMeHTa o(opMIisieTcsl BU30OM Ha JOKyMEHTE (
BHYTpPEHHEE COTJIacOBaHUE) UM IprudoM corjacoBaHMsl (BHEIIHEE COTrJIaCOBaHUE WU
COTJIaCOBAaHUE C KOHCYJIbTAaTUBHO-COBEUIATEIbHBIMU M OOIIECTBEHHBIMU OpTraHaMu
OpraHU3alluH).

[IpencraBnsiemMble Ha TMOJNKUCH JTOKYMEHTHI BU3HPYIOTCS HUCIHOJHUTENEM (
OTBETCTBEHHBIM HCIIOJIHUTENEM), PYKOBOAUTEIEM MOJPAa3IEICHUsA, I/1€ TOTOBHIICA
IPOEKT JOKYMEHTa, JAPYTMMH 3aWHTEPECOBAHHBIMHM JIOJHKHOCTHBIMU JIUIAMH,
3aMECTHUTENIEM PYKOBOJUTENSI OPraHU3allK COTJIACHO PaClpeAesIeHUIO 00s3aHHOCTEN.

Bu3bl npocTaBisAOTCS Ha 3K3EMILIAPAX JOKYMEHTOB, OCTAIOLIUXCSl B OpraHU3alMH,
Ha JIMIEBON CTOpOHE HMKE MoAnucH. [IpoekThl pacnopsauTeNbHbIX JTOKYMEHTOB
BU3UPYIOTCA Ha INEepBOM 3K3eMIuripe. JlomyckaeTcss BU3UPOBAHHE IPOEKTOB
pacnopsaIMTENbHBIX JOKYMEHTOB Ha 00OOPOTHOM CTOPOHE MOCIEAHEr0 JIUCTA.

Buza BkitouyaeT B ce0si MOANUCH BUBHPYIOIIETO, JaTy, paciin@poBKY MOIIUCH (
UHUIIMAT UMEHH, (paMIINIO), HAUMEHOBAHHUE JTOJKHOCTH BU3MPYIOLIEro. 3aMedaHus,
0cOOble MHEHUS U JOMOJIHEHUS K MPOEKTY JOKYMEHTa O(DOPMIISIOTCS HA OTAECIBHOM
JUCTE, O YEM B MPOEKTE JJOKYMEHTa CTABUTCSI COOTBETCTBYIOIIAS OTMETKA.

BremiHee corjacoBaHue JOKyMeHTa odopmigeTcss rpudom coriiacoBaHus,
KOTOPBIM pacIojaraeTcs B JIEBOM HI)KHEM YTJIy IOCIEIHETO JMCTa JOKYMEHTa,
coctouT u3 ciona "CoriacoBad (a, 0, bl)", 0hOpMIIIEMOr0o CTPOYHBIMU OYKBaMH, 0e3
OPUMEHEHUSI KaBbIYEK, a TaKKe HAMMEHOBAaHHME JIOJDKHOCTH JIMIA, C KOTOPBIM
COTJIACOBBIBAETCS JIOKYMEHT (BKJIIOYas HAMMEHOBAHUE OpPraHU3alNM), JIMYHOU
HOJITUCH U €€ pacuIn(ppPOBKH, JaThl COTJIACOBAHUSL.

[Ipu cornacoBaHuu AOKyMEHTa JABYMSI U Oojiee JIUIIAMU PABHBIX TOJDKHOCTEH
rpudbl COTJACOBAHUS PACIIONAraroTCd Ha OAHOM YpPOBHE B aJ()aBUTHOM MOPSJIKE



obunHaNBHBIX HaMMEHOBaHWU opranuzanuid. [lpu cormacoBanuu JOKyMeHTa
HECKOJIbKUMH JOJDKHOCTHBIMM JIMIAMH TpU(bI COrJIacOBaHMS paclojararorcs B
COOTBETCTBHH C YOBIBAHHEM CITYKEOHON MEpapXUU JOHKHOCTEH.

Ecau cornacoBanue OCyHIECTBIISIETCS MUCbMOM, MPOTOKOJIOM WIIUA JAPYTUM
JOKYMEHTOM, TO B I'pU(]e COrIaCOBAHMS YKa3bIBAE€TCS BUJI JOKYMEHTA B TBOPUTEIHHOM
naJie’)ke, HaMMEHOBAaHWE OPraHU3alMd B POJUTEIBHOM IMaAeXke, JaTa U HOMEDP
JOKyMEHTA.

BHemnee cornacoBanue JOKyMEHTa C HECKOJBKUMHU OpraHU3alusiMu oopmiisercs
JUCTOM COIJIACOBaHUsSI MO (POpME COTJIACHO MPHUIIOKEHUIO 5 K HACTOSAMUM THUIOBBIM
IpaBUIIaM.

36. I'pud yTBepx)aeHus TOKyMEHTa paclojaraeTcs B IPaBOM BEpXHEM YTy
MEPBOrO JINCTA JOKYMEHTa U 0(OPMIISIETCA CTPOYHBIMU OYKBAMH.

[Ipu yTBepxkaeHUM JOKYMEHTAa KOHKPETHBIM JIOJKHOCTHBIM JIMIIOM, TpU(d
YTBEPKIAEHUSI COCTOMT M3 CIEIYIOIIHUX 3JIEMEHTOB — ciioBa "YTBepxkaaw" (0e3
NPUMEHEHUS KaBbIUEK), HAMMEHOBAHUS JIOJDKHOCTH, TOJIIUCH, PaciIu@pOBKHU MOAMUCH
U J1aThl YTBEPKIACHUS.

[Ipu yTBepkIeHHM AOKYMEHTa ABYMs U OoJjiee JHMIIaMHU PaBHBIX JOHKHOCTEH
rpudbl yTBEPKIAEHUS DPACIOJIATalOTCS HAa OJHOM YPOBHE B al(paBUTHOM MOPSIKE
HaNMMEHOBAHUW OpraHU3aLNiM.

IIpu yTBEpkIAEHUM HOKYMEHTA IOCTAHOBIEHUEM, PELUICHUEM, IPUKA3ZOM,
IPOTOKOJIOM Tpu( yTBEpKIECHUS COCTOMUT U3 cioBa "YTBepxkiaeH (a, o, bl)", Buaa
pacnopsAuTEILHOIO JOKYMEHTA B TBOPUTEIBHOM NAJEKE, €r0 JaThl 1 HOMEPA.

37. Pe3zomronus pacronaraeTcs B BEpXHEW 4acTU MEPBOTO JINCTA TOKYMEHTA HA
CBOOOJTHOM OT TEKCTa MecTe. B cocTaB pe3oitouuu BXOJIAT MHUIMAN(bl) UMEHU U
damunusa(n) ucnogHuTens (MCHOJHUTENEH), collepKaHue MOpyUYeHUs (MOPYyUEHHI),
CPOK HMCIOJIHEHUS, IOAIKCh aBTOPa PE30JIIOLMH U JaTa.

Ha nokymenrtax, He TpeOyIOIMX JTOMOJIHUTENIbHBIX YKa3aHUH, MPEIIUChIBAEMbIX
JNEUCTBUI W MMEIIIUX THUIOBBIE CPOKHM HMCIOJHEHUS, B PE30JIOLUU YKa3bIBAETCS
UCIIOJTHUTENb, OANKUCH aBTOPA PE30JIIOLNHN, aTa.

B cnyyasx, korma mopyyeHue AaeTcs ByM M OoJiee JullaM, OCHOBHBIM
UCIIOJIHUTENEM SIBJISIETCS JIMLO, YKAa3aHHOE B IMOPYYEHUU NEPBBIM, €CIIM WHOE HE
YCTaHOBJIEHO B CaMOl pE30JIIOLIHH.

[TepBble pyKOBOAMTENM OpraHU3AIUi, WX 3aMECTUTEINd MOTYT O(QOpMIATH
PE30JIIOLIMIO Ha OTACIBHOM OsiaHke ((uinke) ¢ ykazaHHEM MOJ TMOIINUCHIO JIUIIA,
HAJIOXKUBILETO PE30JIOLUI0, BXOJSIIET0 PETUCTPALMOHHOTO HOMEpa, JaThl
NOCTYIUIEHUS M OTMETKH O PEKBU3UTAX JOKYMEHTa, K KOTOPOMY OTHOCHTCS
pe3oonus (aBTOp, UCXOIAIIMKA HOMEp M Jara JAoKyMeHTa). IlopyueHus B Buae
PE30JIIOLIMM, HapaBisieMble B PyTrUe OpraHu3aliu, perucTpupyrorces ciayxooi J10Y.



38. OTMeTKa 0 KOHTPOJIE 32 UCIIOTHEHUEM JIOKYMEHTa 0003HA4YaeTCsl CIIOBAMU UITU
mramnamu "bakeiay", "bakpuiayFa anblHIBI' M MPOCTABISETCS B BEPXHEN JIEBOM
Y4acTH MEPBOIO JUCTA JOKYMEHTA 3a MPEJEeIaMHi TEKCTOBOTO MOJIS.

39. Jlns 3aBepeHHs] COOTBETCTBUS JOKYMEHTA MOJIMHHUKY HUXE pEeKBU3UTA "
[Moanucs" mpocraBnsiercst 3aBeputenabHas Haanuch "Komusi BepHa" (0e3 KaBBbIUEK),
HAaUMEHOBAHUE JIOJDKHOCTH JIUIA, 3aBEPUBIIETO KOIHUIO, JIMYHAS MOINUCh U (haMuIus,
WHULMAIBl TOANUCABIIET0, OTTUCK I€YaTH OpraHu3aluu (Ipu HAJIWYHMM), 1aTa
3aBEpEHUS.

40. OT™MeTka 00 UCMOTHUTENE TOKYMEHTa BKJIIOUaeT cokpalieHHoe cioso "HMcm.",
WHUIIAAT UMEHU U (paMUJIUIO UCTIOTHUTEINS TOKYMEHTa, HOMep ero tejaedoHa, B TOM
YyCJie BHYTPEHHETO0, IPU HAJUYHUH - aJpeC JIEKTPOHHOM MOYTHI U pacrnojiaraeTcsi Ha
JULEBOM UM OOOPOTHOM CTOPOHE MOCIEIHErO JINCTA JTOKYMEHTA B JIEBOM HM)KHEM
yTIIy.

41. OTMeTKa 00 UCIIOJIHEHUH TOKYMEHTA W HAIPaBJIEHUU €ro B JEJO0 BKIIOYAET
CCBUIKY Ha HOMEpP U JaTy JOKYMEHTa, CBUICTEIhCTBYIOIIYIO 00 HUCIOJHEHUU (TIpH
OTCYTCTBUHU TAKOTO IOKYMEHTa — KpaTKue CBEJIeHUs 00 UCIOJIHEHUH), ciioBa "B neno",
HOMEp Jiej1a, B KOTOPOM Oy/IeT XpaHUTHCS TOKYMEHT.

OtMmeTKa 00 UCTIOTHEHUH IOKYMEHTA U HAIllpaBJIeHUH €ro B JAEJIO MPOCTaBIsAETCS Ha
HVDKHEM TI0JIE JIMIIEBOW CTOPOHBI NEPBOrO JIMCTA JOKYMEHTA, MOIINUCHIBAETCS
VCIIOJHUTEIIEM C YKa3aHUEM JaThl HaIlpaBlIeHUs B Jeno. Ha ucxonpsmem qJoKyMeHTe
nomenaerca otMetka "Mcen.", Bxoasiuii HoMep, AaTa.

42. UnenTuguKaTopoM 3JIEKTPOHHON KOMHUH JOKYMEHTa Ha OyMa)KHOM HOCHTEIIEe
ABJISIETCS. OTMETKa (KOJOHTHTYJ), COAEprKalllas Ha3BaHHE U BEPCHUsI MPOTPAMMHOIO
o0ecrniedyeHus, Mpu MOMOIM KOTOPOIo CO3/IaH JOKYMEHT, MPOCTaBiisieMasl Ha HIDKHEM
10JI€ JTUIIEBOM CTOPOHBI KaXKJOT0 JINCTA JOKYMEHTA.

43. OTMeTKa O MOCTYIUIEHUU JOKYMEHTA B OpPraHU3aliIo MPOCTABIISIETCS B IPABOM
HUKHEM YTy JIMLEBOM CTOPOHBI IEPBOTO JINCTA JOKYMEHTA U COJNEPKUT MOPSIKOBBIN
HOMEP BXOJSALIEr0 JOKYMEHTA U JATy MOCTYIUIEHHS (IIPpU HEOOXOAMMOCTH — Yachl U
MUHYTBHI).

IMaparpa¢ 3. ITogroroBka u opopmireHHE IPHUKA30B

44. Ilpukazamu opOPMIISIIOTCS PELICHHS MPABOBOrO XapakTepa, a TaKxkKe I0
OTEpaTUBHBIM, OPraHU3AIMOHHBIM, KaJpPOBbIM (MpHUEM, TIEpEMEILIEHHE, COBMEILICHHE,
NIEPEeBO/I, YBOJIbHEHHUE, aTTECTAIIMs, TIOBBIIIEHNE KBATHU(UKAIINH, PUCBOCHUE 3BAHUM,
U3MEHeHue (paMIWINK, MOOUIPEHUs, HATPAXKICHUS, HAJIOXKEHUE NUCIUILIMHAPHBIX
B3BICKAaHHI, OIIaTa Tpy/a, IPEMUPOBAHUE, PA3JIMYHBIE BBIILIATHI, BCE BU/bI OTIIYCKOB



PaOOTHHKOB, JEKYPCTBA MO MPO(III0 OCHOBHON NESITEIBHOCTH, KOMAaHIUPOBKH) U
IpPYTUM BOIpocaM pabOThl OpraHu3auuud 1Mo (opMe COrIacCHO MPUIIOKEHUI0 6 K
HACTOSIMM THUIOBBIM MpPaBUIIaM.

PexBu3nuTamu npukasa siBISIOTCS:

1) uzo6paxenue ['ocymapctBennoro I'epba PecniyOnuku Kazaxcran unm smO1eMsl,
JIOTOTHUITA, TOBAPHOTO 3HAKA (3HaKa OOCITY>KMBaHUs) ¢ y4eToM TpeboBaHuii 1. 18, 19
HacTosMX TUMOBBIX MPaBUI,

2) opunransHOe HAMMEHOBAaHUE OPraHU3alINY;

3) HauMeHOBaHUeE BUJIa JOKYMEHTA;

4) nara npukasa;

5) peructpaluoHHbIA HOMED MPUKA3a;

6) MecTO U3JaHus MPUKa3a;

7) 3aroJIoBOK K TEKCTY;

8) TeKcT;

9) nmoamnuce;

10) oTmMeTKa O corjiacoBaHUM MPUKA3a;

11) oTTUCK MeYaTn opraHu3aluy.

[IpoekThl MpHUKa30B TOTOBAT U BHOCST IMOJIpa3/ieSICHUs] HA OCHOBAHUM MTOPYUYCHUI
PYKOBOJUTENSI OpraHU3aIlud, €r0 3aMECTHUTENs, TU00 B WHHUIIMATUBHOM TMOPSIIKE.
[IpoexThl MpUKa30B MO KaIPOBBIM BOMPOCAM FOTOBUT KaApoBas cly>k0a Ha OCHOBaHUU
COOTBETCTBYIOIIUX JTOKYMEHTOB (TPYIOBBIE JOTOBOPBI, 3asBJICHHUS, TOKIAAHBIC (
CITyeOHbI€) 3alUCKH, PEJCTABICHUS).

[IpoexkThl MPUKA30B U MNPUIOKEHHUS K HUM BUBUPYIOTCA HCHOJHUTEIEM U
PYKOBOJUTENEM MOIPA3/ICIICHHS], BHECIINM MPOEKT, PYKOBOJUTEIISAMU MOAPA3IEICHUM,
KOTOPBIM B TMPOEKTE MPEAYCMATPUBAIOTCS 3aJaHUS W TMOPYYEHHUS, a TaKKe
pykoBoauTensaMu ciayxosl JIOY wu 1opunmdeckoil CiykObl, 3aMeCTUTEIIMU
PYKOBOJUTENSI OPraHU3AIMK B COOTBETCTBUU C PACTIPECICHIEM 00S3aHHOCTEH.

Bo3spaxeHus 1o npoekTy npuKasa, BOSHUKAIOIIKE [IPU COTJIAaCOBAHUU, U3JIAratoTCs
B CIIPAaBKE, KOTOpas MpUiiaraercs K Npoekty. Eciau B mpolecce cornacoBaHus B MPOEKT
IPHUKa3a BHOCSITCS U3MEHEHUS IPUHIMIIMAIBHOIO XapaKTepa, TO OH 10padaThIBaeTCs U
IPOXOAUT NOBTOPHOE COIIACOBAHUE.

[Ipuka3bl 0pOpMIIAIOTCSA Ha Ka3aXCKOM SI3bIKE, a TAKKE JOMOJHUTEIBHO MOTYT
0(OPMIISITECS HA PYCCKOM S3BIKE, KOTOPHIE UMEIOT OJJUHAKOBYIO CUITY.

CyObeKThbl MAJIOTO U CPEAHET0 MPEeANPUHUMATENBCTBA MPU COCTABICHUH MPUKA30B
VICTIOJIb3YIOT Ka3aXCKUU WA PYCCKUM SI3bIK.

[Ipuka3bl HyMepyrOTCs TOPSIKOBOM HyMepaluuen B Ipeaenax KaJeHIapHoTo roja.
[Ipuka3bl O OCHOBHOU MAESATEIBHOCTH, MO JUYHOMY COCTaBY PETHUCTPUPYIOTCS
OTZIETTbHO B COOTBETCTBYIOIIMX XypHanax (0azax maHHbIX). K mopsiakoBomy HOMeEpy

n_..n

IpHKa3a [0 JIMYHOMY COCTaBy uepes aeduc nodapisaroTcs aurepsl "n/c” nam "K".



Konuu npuka3oB Wiy UX pa3MHOKEHHBIE IK3EMILISIPbI 3aBEPSIFOTCS MEYATHIO C
yKa3aHHEM J1aThl 3aBEPEHUS U HAIIPABJISIOTCA aJipecaTaM B COOTBETCTBUHU C yKa3aTesleM
PaCChUIKU, KOTOPBIM COCTABISETCS U MOAIMUCHIBACTCS UCIIOJIHUTEIIEM.

TekcT mpukasza, COCTOUT U3 JIBYX YacTel — KOHCTaTupytolen (rmpeamOyibl) U
pacnopsIANTENbHOMN.

B koHcrarupyromeit yactu (nmpeamOysie) KpaTko M3JIararoTcs 1eIu U 3a]ayH,
(akTbl U COOBITHUS, OCIYKUBIIME OCHOBAaHUEM ISl U3JaHUs Npukas3a. Eciu npukas
U3JaeTCsl Ha OCHOBAaHMHM JPYroro JOKyMEHTa, TO B KOHCTaTHPYIOLIEH YacTu
YKa3bIBAa€TC HAMMEHOBAHUE 3TOr0 JOKYMEHTA B POJUTEIBLHOM MAaJIeKe, €ro aBTop,
naTta, HoOMep W 3aroioBokK. I[Ipm ccpuike HAa HOPMATUBHBIM MPAaBOBOM aKT,
3apEeruCTPUPOBAHHBIN B OpraHax FOCTUIUH, JOTOIHUTEIBHO YKAa3bIBAETCS HOMED, 0T
KOTOPBIM OH 3apeructpupoBaH B PeecTpe rocyaapcTBEHHOW perucTpamnuu
HOPMAaTUBHBIX IIPAaBOBBIX AKTOB.

[TIpeamOyna B mpoekrax mpuka3zoB 3aBepmaetcs cioBoMm "IIPUKA3SBIBAIO",
MUIIETCS MPOMUCHBIMU OYKBaMHU, MOJTYXKUPHBIM MIPUYTOM U HE JOMYCKAETCS €ro
NIEPEHOC Ha APYTYIO CTPOKY.

PacniopsimurenbHas 4acTe COAECPKUT NEPEUUCICHUE ITPEANUCHIBAEMBIX IEMCTBUH C
yKa3aHUEM HUCHOJHUTENS KaXJI0ro JeHWCTBUS M CPOKOB HCIIOJHEHHS.
PacniopsiautenbHas 4acTh MOKET JENUTHCS Ha MyHKTHI, TIOITYHKTHI U a03a11bl.

JleficTBUSL OAHOPOIHOTO XapakTepa MOTYT ObITh IEPEUUCIICHbI B OIHOM ITyHKTE. B
KAaueCTBE UCIOIHUTENEH YKa3bIBAIOTCS CTPYKTYPHBIC MOAPA3/ICIICHUS NI KOHKPETHBIC
NOJKHOCTHBIE ha. [locmeHnil MyHKT pacropsAuTEIbHON YaCTH MOYKET COJIEPKATh
CBEACHUS O NOAPA3JCICHUHM WM JOJKHOCTHOM JIMIE, HA KOTOPOE BO3JIATAETCS
KOHTPOJIb 32 UCIIOJTHEHUEM IPHUKa3a.

O3HakomiieHHe pabOTHUKOB € NpPUKa3aMu MO KaJpOBBIM BOIPOCAM
yIOCTOBEPSIETCS TOMUCHI0 pa0OTHUKOB, TPOCTABIIIEMBIX HIKE PEKBU3UTA ""OTMETKA O
COrJIacOBaHUM JIOKYMEHTa" WM Ha 00OPOTHOM CTOPOHE MpHUKa3a.

PexBu3ut "0TMETKA O HAIMYHUM TPUIOKEHUS K TOKYMEHTY' MOCJe TeKCTa MpuKas3a
CaMOCTOATEIBLHO HE 0(hOPMIISIETCS.

Ecnau noanuce nuna, NOANKMCHIBAIOLIET0 MPHUKA3 pacnojiaraeTcs Ha OJaHKe, TO
MOJIHO€ HANMEHOBAHME JI0JKHOCTH 3TOTO JIMIA HE YKA3bIBAETCHI.

B coBMmecTHBIX IMpHKa3ax yKas3bIBaeTCs MOJHOE HAUMEHOBAHUE JIOJHKHOCTEHN
COBMECTHO IOJIMACHIBAIOIIUX JIHII.

ITaparpa¢ 4. ITopsanok moaroTOBKH B 0GOpPMIIEHHA POTOKOJIA

45. IIpoToKOa COCTaBIAETCS HA OCHOBAHHMM 3aIMKCEM, MPOU3BEICHHBIX BO BpEMs
coBemniaHus (3acegaHusi, coOpaHuUs), MPEACTABICHHBIX TE3UCOB JOKJIAJA0B H



BBICTYIIJICHUM, CIPABOK, MPOEKTOB PEIICHUM W JAPYrUX MaTepuayioB 1Mo Qopme
COINIACHO IIPUJIOKEHUIO 7 K HACTOALINUM THIIOBBIM IIPaBUJIAM.

IIpoTOKOJI, COCTaBICHHBIN BHYTPU OPTaHU3ALUHA U HE BBIXOJSIIMN 3a €€ IIPEIEIIbI,
odopmisieTCsl HEe Ha OJaHKe.

PexBu3uTaMu NpOTOKOJIA SIBIISIOTCS:

1) odunuanbHOE HAaWMMEHOBAaHUWE OpraHMU3alUU U (WIH) CTPYKTYPHOTO
1oJipa3IeIeHUS;

2) HaMMEHOBAHHE BHUJIA IOKYMEHTA;

3) nara;

4) perucTpalliOHHBIN HOMEpP MPOTOKOJIA;

5) MecTo u3gaHusl IPOTOKOIIA;

6) rpud yTBepKIACHHS (B HEKOTOPBIX CIIydasix);

7) 3aroJIoBOK MPOTOKOJIA;

8) TeKcT;

9) moamnucek.

B opranuzanusix npoTOKOJIbl MOTYT W3/1aBaThCsl B TIOJIHOW UJTK KpaTKo# dopme.

TeKCT MoaHOro NPOTOKOJIA COCTOUT U3 ABYX YaCTE€W — BBOJHOW U OCHOBHOM.

B BBOJIHOM yacTu mocie 3arojoBKa MPOTOKOJIa YKa3bIBAIOTCA — UHUITUAIBI UMEH U
dbammnu npencenarens (MpencenaTeNbCTBYIONIETO) M CceKperaps 3acefaHus (
coOpaHusi), CINHUCOK MPUCYTCTBOBABIIMX WJIM OTCBhUIKA K IMPHUIAraeéMoMy CIIHCKY
MPUCYTCTBOBABIIIMNX, €CIIM UX KOJUYECTBO MpeBbimaeT 10 yenoBek.

B nporokone 3acenanusi wiM HHOTO KOHCYJIHTATUBHO-COBEUIATEIHLHOTO OpraHa
IPUCYTCTBOBABIIKE WIECHBI KOJUIETUAIBHOIO OpraHa MepeyrCIISIFOTCS IEPCOHAIBHO 110
bamunuam B andaButHOM mopsanke. [locie HUX 3anuchIBAlOTCA  (PaMIINU
MPUTJIAIICHHBIX C YKa3aHUEM UX JOJKHOCTU M HAaUMEHOBAHUS OpraHU3aIuu.

BBoaHas yacTh 3aKaHUYMBAETCSl MOBECTKOM NHS (IMIEPEUYHEM pacCMaTPUBAEMbIX
BOIIPOCOB), MEPEUUCICHHBIX B TOPSIIKE UX 3HAYUMOCTU C YKa3aHUEM JOKJIaTduKa o
KaKJOMY ITyHKTY MOBECTKU JHsI. Kakmbrii Bompoc meuataercs ¢ ab3ara, HyMepyeTcs
apaOckoil mudpoil m ero HauMeHoBaHUE HaumHaeTcs c¢ mpemiora "O", "O6". B
OTACIBHBIX CIydasX MOBECTKA JHS MOXET MpHiIaraThCs K MPOTOKOJY, & B CaMOM
IPOTOKOJIE Mepes] TEKCTOM JienaeTcs 3anuch — "[loBecTka nHs npuiaraercs.

OcHOBHas 4acTh IPOTOKOJA COCTOUT U3 Pa3JeioB, COOTBETCTBYIOIIUX MyHKTaM
NOBECTKU AHA. TekcT Kaxaoro paszaena crpourcs no cxeme — CIIVIIHAJIA -
BBICTYIINJIN - TIOCTAHOBWJIN (PELINJIN), koTOpble MUIIYTCS MPONUCHBIMU
OyKBaMU, IOy >KHPHBIM HMIPU(TOM OT JIEBOTO TTOJIS.

[IpunsiTtoe peleHre neyaTaeTcsi MOJHOCTHIO, MPU HEOOXOAUMOCTH, MIPUBOSATCS
UTOTH TOJI0OCOBAHUSI.



Conepxxanue 0coOOro MHEHHS, BBICKA3aHHOTO BO BpeMsi OOCYXJIEeHUS,
3alUChIBAE€TCSl B TEKCTE MPOTOKOJA MOCJI€ COOTBETCTBYIOUIEIO IMOCTAHOBICHUS (
pelieHus).

B paznene CJIYVILAJIN npuBoasTcs — MHALIMAT UMEHHU U aMIIIAs JOKJIaTduka (
HAaMMEHOBAHHUE JOJKHOCTH YKa3bIBAE€TCS B MOBECTKE JHS), OCHOBHOE COJIEpKaHUE
JOKJIAJI0B Y BBICTYIUICHHI TOMENIAETCSA B TEKCTE MPOTOKOJIA WIIM MIPUIIAraeTcsl K HEMY,
B MOCJEIHEM ciydae B TekcTte odopmisiercs cHocka "TekCT BBICTYILICHUS
npuiaraercs'.

B paszpene BBICTYIINJIN yka3piBatoTCA WHUIMATIBI UMEHU, (HamMuius, npu
HEOOXOAMMOCTH JOJKHOCTH BBICTYHAIONIUX U COACP’KaHME MX BBICTYIUICHUN B TOM
NIOCJIEIOBATENBHOCTH, B KAKOM OHU MPO3BYYaJIM HA 3aCEIaHHH.

Bormnpock! kK 10K1aJ4uKy, BHICTYIAIONIMM U UX OTBETHI TPOTOKOJIHUPYIOTCS IO MEPE
UX MOCTYIUICHHS M 3alHCBIBAIOTCS B TOU K€ MOCIEA0BATEIBHOCTH, IIPA 3TOM CJIOBA "
Bompoc", "OTBet" He nUIIyTCA, @ YKa3bIBAOTCA MHULMA UIMEHH U (paMUIIHS JIULa, OT
KOTOPOTO MOCTYIIHJI BOTIPOC WU OTBET.

B mocTaHoBASAIONIYI0 YacTh ¢ MOMOIIBIO TJIAr0J0B HEOMPEAEICHHON (opMbl
3aIUCHIBAIOTCS] IPUHATHIE PEIICHUSI.

TeKkCT KpaTKoro mpoTOKOJIa TAKXKE COCTOUT U3 IBYX 4YacTerh. Bo BBOJHOM 4YacTu
ITIOBECTKA JIHS HE YKa3bIBACTCS.

OcHOBHasg 4YacThb KpPaTKOro MPOTOKOJA BKJIOYAET HAUMEHOBAHUS
paccMaTprUBaEMbIX BONPOCOB U MPUHSTHIE IO HUM PEIICHUS.

HaumenoBanue Bompoca HyMmepyeTcss U HaumHaeTcs ¢ mpemiora "O", "O6",
neyaTraeTcsl HEHTPOBAHO (HA4ajo ¥ KOHEI KaXJA0W CTPOKH PaBHO YJaJI€Hbl OT TPaHUL]
30HBI PACIOJIOKEHHSI) ¥ OTUYEPKUBAETCA OJHOM YepTOi HUXKE nocneqHen ctpoku. [lox
YepTOM YKa3bIBAIOTCS MHUIIMATBI UMEH U (PaMUITUU JOJKHOCTHBIX JIMI], BEICTYTUBIIUX
npu OOCYXIEHUU JAHHOTO BOIMPOCA. 3aT€M YKa3bIBAETCA MPUHATOE IO BOIMPOCY
peleHue.

B 3arosioBox mpoToOKoOJia BXOAUT YKa3aHUE BUJA KOJJIETHAIBHON ESITEIbHOCTH U
Ha3BaHUE KOJUJIETHAIBHOTO OpraHa B POJUTEIBHOM Majiexke (coOpaHue COTPYTHUKOB,
3aceJlaHNe COBETA).

[IpoTokon mnoamuceiBaeTcs TMpejaceaareseM u cekperapem (
npeaceqaTeabCTBYIOIMM M JIMIIOM, MPOBOJMBIIMM 3amuch). Jlatoi mporokosa
SIBJIIETCS JaTa 3acenanus. Eciu 0HO mpoaoIKalIoCch HECKOJIBKO JTHEM, TO Yepe3 TUPE
YKa3bIBAIOTCS JaThl HAYAJIa 1 OKOHYAHUS 3aCEaHuUs.

[IpoTokosiaM MOpUCBAaMBAIOTCSA MNOPSIKOBbIE HOMEpAa B Mpeneax
NEJIONPOU3BOACTBEHHOTO TOJa OTAEIbHO IO KaXJIOW Tpynie MOpPOTOKOJIOB —
IPOTOKOJIBI COOpaHui, 3aceJaHuil KOJIJIETHil, TPOTOKOJIbl TEXHUYECKUX, HAYUYHBIX U



AKCHEPTHBIX COBETOB. [IpOTOKOJIBI COBMECTHBIX 3aC€aHUIl UMEIOT COCTABHBIE HOMEPA,
BKJIIOYAIONIME TOPSJKOBBIE HOMEpa MPOTOKOJIOB OpraHu3aluil, NPUHUMABIIUX
y4acTHE B 3aCEJaHUU.

Konuu npoTokosioB WM MPUHSTHIE PEIICHUs] B BUJE BBIMMCOK M3 MPOTOKOJIOB
pacchuIalOTCAd 3aMHTEPECOBAHHBIM OpraHU3alMsIM U JOJOKHOCTHBIM JIMIIAM B
COOTBETCTBUM C YKa3aTelleM pACChUIKM. YKa3aTelb pacChUIKM COCTaBISIET WU
MNOJIMKUCHIBAET OTBETCTBEHHBIA WCIHOJHUTENb MOApPa3JAeiCHUsl, TOTOBUBIIETO
pacCMOTPEHHE BOIpPOCA, U YTBEPKIAECTCS PYKOBOJAMUTEIEM CTPYKTYPHOIO
noapasaeneHus. Konuu MmpoTOKOIOB M BBIMHMCOK M3 HUX 3aBEPSIOTCS MEYaThIO
opraHu3anui (Ipu HaJu4dun).

ITaparpad 5. ITopsnok moATOTOBKH H 0GOPMIICHHS aKTa

46. ConepxaHueM akTa sBJseTCS WHOOpMaNus, MOATBEPKIAIONmas
YCTaHOBIICHHBIE (DAKTHI WM COOBITHSA. AKT COCTaBISI€TCS HECKOIBKUMH JIHIIAMH,
NOATBEPXKIAIOIIMUMHE JaHHBIM ¢akT (caauu-npueMku (paboT, MaTepuansbHBIX
[IEHHOCTEH, JTIOKYMEHTOB), 0OclieloBaHUsI (COCTOSIHUSI TEXHUKH O€30MacHOCTH,
OPOTHUBOMNOXKAPHOW O€30MACHOCTH, YCIOBUW TpyJAa pe3yJbTATOB JESITEIbHOCTH),
UCTIBITAaHUN (00pa3loB, CHUCTEM, TEXHOJOTHWH), BBIICICHUS K YHUUTOXEHHIO (
MaTepHUaNbHBIX IIEHHOCTEH, TOKYMEHTOB), NEpenad, HaApyUICHUS YCTAaHOBJICHHBIX
paBUJ PEBU3UM WHBEHTAPHU3AIMH, PACCICIOBAHHS aBapUil, HECUACTHBIX CIyYaeB,
JTUKBUJAINH OPTaHU3aliN, KOHKPETHU3UPYIONHUE (periaMeHTHPYIONIHE), TEXHUUECKIE
(BBIMOJIHEHHBIX paboOT, oOTKa3a, OCMOTpa, YCTpPaHEHHS OTKa3a, CBEpKHU,
PEIOCTaBICHHBIX YCIYT, BHIIOJIHEHHBIX padoT).

AKT oopmiiseTcst Ha G1aHKe 10 PopMe COrTaCHO MPUIIOKEHUIO 8§ K HACTOSIIIIUM
TunoBeiM npaBusiaM. AKT, COCTaBJIICHHBIA BHYTPU OpraHU3AIlMU U HE BBIXOISIINM 3a
ee npeaenbl, 0hOpMIISIETCS. HE Ha OJaHKe.

PexBu3utamu axkTa sBISIOTCA:

1) uzobpaxenue I'ocynapcrBennoro I'epba PecnyOnuku Kazaxcran (ais
rOCyJIapCTBEHHBIX OPTAaHOB), WJIM 3MOJIEMBbI, JIOTOTUIIA, TOBAPHOTO 3HaKa (3HaKa
o0cCy>KUBaHUs ),

2) ounmanbHOe HANMEHOBAHHUE OPTaHU3AIHH;

3) HauMeHOBaHUeE BUJIAa JOKYMEHTA,

4) nara;

5) peructpaluoHHbIA HOMED (MHIEKC) aKTa;

6) MECTO MOJMMCAHUS aKTa,

7) rpud yTBepKACHUS (B HEKOTOPBIX CIIydasix);

8) 3aroJ0BOK aKTa;

9) Tekcr;



10) moamnuce.

TekcT akTa COCTOUT U3 JIBYX YacTel — BBEJICHUE, KOHCTATUPYIOIAs YaCTh.

Bo BBeneHUU yKa3bIBA€TCS OCHOBAHUE JJIs COCTABJICHUS aKTa, MEPEUHCISIOTCS
COCTaBUTEIIU U, TPUCYTCTBYIOIIHNE MIPHU 3TOM JIUIIA.

B xoHCTaTupyromen 4acTu aKkTa U3JIaralTca — CyTh U XapakKTep MPOBEICHHOU
paboThI, yCTaHOBJIEHHBIE (DAKTHI, TPUBOASITCS COOTBETCTBYIOIIUE JaHHbBIE.

AKT MOXET COJiep>KaTh BBIBOJIbI, PEKOMEHIAINH, & TAKKE MEPONPUSATHUSI, KOTOPbHIC
HE0OXO0/IMMO BBHITIOJIHUTE. B KOHIIE TeKCcTa mepe/ oANUCIMH ITOMENIAI0TCS CBEICHUSI O
KOJIMYECTBE DK3EMIUIIPOB akTa M MecTe uX HaxoxjaeHus. [locie oTMeTku o
KOJIMYECTBE IK3EMILISIPOB aKTa CIEAYET OTMETKA O HaJW4YMU MPUIIOKEHUN K aKTy (
€CJIM OHU UMEIOTCH).

AKT TOAMUCHIBACTCS IpeaceaaTeIeM U WICHAMH KOMHCCHH, JIHOO JTUIOM (aMu),
cocTaBUBIIUM (M) akT. DaMUIWU JIHI, TOANUCHIBAIONIUX aKT, O0GOPMIISIOTCS B
anpaBUTHOM MOPSJIKE, UX TOHKHOCTH HE YKA3bIBAIOTCS.

O3HakoMIJIEHUE JIUI C aKTOM MPOU3BOAUTCS MOJ pocnuch. JIMo HecornacHoe ¢
COJIEp>)KaHHEM aKTa, MOJIMUCHIBAET €r0 C OTOBOPKOM M MPUUYUHAMU CBOETO HECOTJIACHUS.
Ocoboe MHEHHE WiIeHa KOMHCCHUHU clielyeT ohOpMIsATh Ha OTACIHHOM JUCTE U
npuiarath K aKry.

IMTaparpa¢ 6. ITopsaaok moaAroTOBKH B OOPMIICHHUS CIIPABKH

47. ConepxaHueM CHpaBKH ABJISIETCS MH(OpMaALUsS B KOTOPOW OMUCHIBAIOTCS
dakTbl, coObITUS WM cBeneHus. CrpaBKy, HAMPABIIEMbIC 3a MPEEIbl OpraHU3aINH,
COCTaBIISIIOTCS Ha 00meM OnaHke. BHyTpeHHssi cripaBka oQopmiiseTcss Ha OeNbIX
aucTax Oymaru 0e3 mpuMeHeHus OJIaHKa.

PekBu3uTamu cripaBKu SIBISIOTCS:

1) uzobpaxxkenue ['ocynapcteennoro ['epda Pecniyonnku Kazaxcran wim amOiemsl,
JIOTOTHUIA, TOBAPHOTO 3HAKa (3HaKa OOCITYy>KHMBaHHs) ¢ y4eToM TpeboBaHuit m. 18, 19
HacTosMX TUMOBBIX MPaBUI,

2) ourmaaprHOE HAMMEHOBaHNE OPTraHU3allNH;

3) HauMeHOBaHKeE BUJIAa JJOKYMEHTA;

4) nara;

5) perucTpalmoHHbIN HOMEp (MHJIEKC) CITPaBKH;

6) MECTO M3AaHUs;

7) anpecar;

8) 3aroj0BOK K TEKCTY;

9) Tekcr;

10) moamnuce;

11) ormeTka 0 coriiacoBaHuu (B ciydae HEOOXOAUMOCTH);



12) oTTHCK MeyaTH (Mpy HAMYUN);
13) ormeTka 00 UCTIOTHUTETE.

TekcThl crpaBoOK, BBIJABAEMBIX TpaXkaaHaM O MOATBEPKICHUU MecTa paboTHI,
JOJDKHOCTH, 3apa00THOM MMaThl U JAPYTUX CBEJCHUMN, HAUMHAIOTCS C YKa3aHUsS B
UMEHUTEIHLHOM Tajexe (haMuiny, UMEHH, OTUYECTBA JIUIA (MPU HATMYUH), O KOTOPOM
cooOmiaroTcs cBefeHusl. B KOHIE TeKCTa UM B MPABOM BEPXHEM YIIIy yKa3bIBaeTCs
opraHu3alys, KyJa IpeICTaBIsaeTcs ClpaBKa.

B TekcTe Tako# cnpaBKH HE MCIOIB3YIOTCS 000pOTHI — "HacTosmas cripaska”, "
JNEHUCTBUTEIBHO MPOKUBAET (yUHUTCs, paboTaer)".

B ciiyyae ecnu cipaBka NOANKUCHIBAETCA UCTIOJIHUTENIEM, TO PEKBU3HUT "OTMETKa 00
UCIIOJHUTENE" HE YKA3bIBACTCHI.

IMTaparpa¢ 7. ITopsaok moaroToBKu v 0pOpMIICHHS MCEMA

48. ConepkaHueM MHUCEM MOTYT OBITh 3alPOCHI, YBEIOMJICHUS, COTJIAIICHUS,
npeTeH3un (peKiaMaIiin), 3aJaHus, COOOIICHHUS, HAIIOMHHAHUS, OTBETHI, MPOCHOHI,
OT3BIBBI, TpemioxkeHus (odepra), 3aMedyaHHs, W3BEUICHUS, MPUTJIAICHUS,
MOATBEPKICHHUS.

[Tucpbma opraHu3aliy roTOBSTCS Ha OJIaHKe:

1) kak OTBETHI O BHINIOJIHEHUU TTOPYUYEHUM BBIIIECTOAIIUX OpPTraHU3alINT;

2) KaK OTBETHI HA 3aIIPOCHI PA3IMUHBIX OpraHU3aIui U YaCTHBIX JIUII;

3) KaK UHUITUATUBHBIC MHCHMA;

4) KaK CONMPOBOAUTEIbHBIE TUCHMA K PA3JIMYHBIM JOKYMEHTAM.

[ToMUMO peKBU3UTOB, BXOAIINUX B OJIAHK, ITPU HAMMKCAHUU MUChbMa O(DOPMIISIIOTCS
PEKBU3UTHI — ajjpecaT, 3aroJ0BOK, TEKCT, OTMETKA O HAJIMYUU NPUIIOKEHUM, TOIHKCH,
OTMETKA 00 UCITOTHUTENE TOKYMEHTA.

Ecnu nucbMo siBAsieTCSl OTBETHBIM, B PEKBU3UTAX OJIaHKA YKA3bIBAECTCSI UCXO IS
(MHAEKC) ¥ JaTa MOCTYNUBIIEr0 (MHUIMATUBHOTO) MUChMA.

CnyxeOHble THChbMa, MOJAMUCHIBAEMBIE PYKOBOJUTENISIMH JBYX U Ooliee
opranuzainui, opopmisroTcss Ha aucte Oymaru dopmarta A4. [lpu sTOM maHHBIE O
HAaMMEHOBAaHUM OpTraHU3aIUui, MOAMUCABIINX MHUChMO, BKIIOYAIOTCS B HAMMEHOBAHUE
JIOJDKHOCTH B pPEKBU3HUTE ""TIOAHNCH".

OTMETKH O COTJIaCOBaHWHU MUChMA MPOCTABIISIIOTCS HA SK3EMILTSIPaX, OCTAOIIUXCS
B OpraHu3aiuu. JK3EeMIUIIPbl TAKUX MUCEM TaK)Ke MOJMHUCHIBAIOTCS PYKOBOJIUTEIEM
OpraHHU3alllH.

CpoKH TOJATOTOBKM OTBETHBIX MMHCEM YCTAaHABIUBAIOTCS PE30JIIOIUEH
PYKOBOAMTENS HA OCHOBAHUHU UMEIOIIUXCSA CPOKOB UCIIOJTHEHUS TTOPYUYEHHUM, 3aIIPOCOB



WU 10 PEIIEHUI0 aBTOpa PE30JIIOIUU, & TAKKE B COOTBETCTBUU C YCTAHOBJIEHHBIM
periameHToM. CpOKM TIOATOTOBKM WHHUIIMATUBHBIX TMHCEM OMPEACISIOTCS
PYKOBOJUTEISIMA OPraHU3AIUI WIN CTPYKTYPHBIX TOApPa3ACIICHUI.

TekcT mucrMa UMEET OJIHY WJIU JBE CMBICIIOBBIC YaCTH.

[Tucemo, cocrosiiee U3 OJHOM YacTH, — 3TO NpochOa 0e3 MOosSCHEHUS,
HarloMUHaHUe 6e3 mpeaMOyIibl, cooOIIeHHe 063 OCHOBAHUS.

Eciu TekcT mumcbMa COCTOUT M3 JBYX 4YacTe€d — KOHCTAaTHPYIOIIEHW WU
3aKTIOYUTENBHON, B IEPBOM YACTH M3JIaraeTcsl MpUYMHA, OCHOBAHUE UM 000CHOBAHKE
COCTaBJICHUSI TTUCHhMA, MIPUBOJIATCS CCHUIKA HA IOKYMEHTBI, SIBJISIOIIUECS OCHOBAaHUEM
MOATOTOBKM MHUChbMa. Bo BTOpo#l yacTu, HaumHaromencs ¢ ab3aima, MoMeEIarTcs
BBIBO/IbI, PEJITIOKEHUS, TPOCHOBI, PEIICHUS.

OOpaTHbIE KOHCTPYKIIMHM TEKCTa (3aKITIOYEHUE — KOHCTATAIMs) BO3MOXHBI B
MUChMax-0TKa3ax.
B nuceMax ucnoias3yroT cieayromnme GopMbl U3I0KEHUS:
1) or mepBoro nuila MHOXXECTBEHHOTO yucia ("MpocuM TIperocTaBUTh",
Hanpasisiem Bam");

"

2) OT mepBOTO JHUlla €AUHCTBEHHOro uucia ("mpomry BbeliciaTs', "cuuTaro
HEeoOXoaUMbIM");
3) OT TpeThEro Jaulla €AMHCTBEHHOTO yncia ("MUHUCTEPCTBO HE BO3paxkaeT").

I'naBa 3. Ilopsamok ynpaBieHUs JOKyMEHTAIMEH, OpraHu3anus
DOKyMEHT0000pOTa B TOCYJapCTBEHHBIX H HETOCYAapPCTBEHHBIX OPraHM3aIMIX

ITaparpad 1. ITopsgok 06paboTKu BXOAMIMX JOKYMEHTOB

49. JlIokyMeHTBI, MMOCTYIAOIINE B OPTaHU3ALINIO, TPOXOAT MEPBUUHYIO 00pabOTKy
, IPEeIBapUTEIbHOE PACCMOTPEHUE, PErUCTpalldI0, PACCMOTPEHHUE PYKOBOACTBOM U
JIOCTaBJISIFOTCS UCTIOJTHUTEIISAM.

50. IIpuem, nepBuuHas 00pabOTKa TOKYMEHTOB U IIPEABAPUTEIBLHOE PACCMOTPEHUE
OCYILIECTBIISICTCS IIEHTPATN30BaHHO Ciryk00it JIOY.

51. IlepBuunas 06paboOTKa BXOJAIMIMX JOKYMEHTOB 3aKJIIOYAeTCsl B MPOBEPKE
PaBHJIBHOCTH JOCTAaBKH U IIEIOCTHOCTH BJIOKCHHH, (pUKcauu (haKTa MOCTYILICHUS
JTOKYMEHTOB B OpraHU3aIMIO U MOJIFTOTOBKE UX K Mepeiaye 1Mo Ha3HAaYeHUIO.

Cnyx60i1 IOY BCKpbIBalOTCS, KOHBEPTHl C JOKYMEHTAaMH MPOBEPAECTCS
MPaBUILHOCTH JIOCTaBKH 110 HA3HAYECHUIO, [IEJIOCTHOCTh YITAKOBKH JIOKYMEHTOB.
Ecnu obHapyxuBaeTcsi HEKOMIUIEKTHOCTh WJIM MOBPEXACHUE JOKYMEHTa, TO Ha
HUKHEM TII0JI€ €ro TIIOCJIeJIHeTO JiMcTa, a Takxke B PK® mnpocraBisiorcs



COOTBETCTBYIOIIME OTMETKH U COCTABIISIETCS aKT MPOU3BOJBHOW (POpMBI B Tpex
sk3eMIuIsipax. OAUH 3K3EMIUISAP HaMpaBIIeTCAd OTIPABUTENIO, BTOPOU — OCTAETCS B
cnyx0e J1I0Y, TpeTuii — nmepeaaeTcss UCIIOTHUTEIIO TOKYMEHTA.

KoHBepThl HE YHUUTOXKAIOTCS B CIydasix, KOT/Ja TOJIbKO MO0 HUM ONpPEAEsAeTCs
aJlpec OTHpaBUTENA, AATy OTIPABKM M IIOJYyYEHUS JIOKYMEHTa, a TAaKXe NOpHu
NOCTYTUICHUH JIMYHBIX JOKYMEHTOB.

KonBepTsl ¢ momeTkoi "JInuno" ©€3 BCKPBITUS MEPENarOTCs M0 Ha3HAYEHHUIO.
Ommrb0YHO MOCTABICHHAS] KOPPECIIOHICHIIMS BO3BPAIIAETCS B IOYTOBOE OT/ICIICHUE.

Ha mnocTynmuBmux Jg0KyMeHTax (pEerucTpUpPyEeMbIX) MPOCTaBISIETCS
pPErUCTpalMOHHBIN ITAMIT OPraHU3alUH C YKa3aHUEM JaThl MOCTYILJICHUS.

52. Ilpu mnpeaBapuUTEIbHOM PACCMOTPEHUU TMOCTYNHUBIINE JTOKYMEHTHI
pacrpenensoTcss Ha TpeOyromme 0053aTeIbHOTO PACCMOTPEHHS PYKOBOJCTBOM
opraHu3aluu U He TpeOyromue 3Toro. JJoKkyMeHThl, He TpeOyromue 00a3aTeIbHOTO
pPacCMOTpPEHUSI PYKOBOJCTBOM, HAMPABISIOTCS HEMOCPEICTBEHHO B CTPYKTYPHBIE
NOAPA3AEICHUS NI OTBETCTBEHHBIM UCIIOTHUTEISIM.

53. IlpenBaputebHOE PAaCCMOTPEHUE TOKYMEHTOB OCYILECTBIISIETCS UCXOIS U3
OLICHKHU UX COAEPKaHMUs, aBTOPCTBA, CI0KHOCTA U HOBU3HBI ITIOCTABJIEHHBIX BOIIPOCOB
Ha OCHOBAHHUM YCTAHOBJICHHOTO B OpTraHM3allUM pacrpeiesieHust 00s3aHHOCTEN.

54. OO6s3aTebHOMY PACCMOTPEHUIO PYKOBOACTBOM TOJJICKAT JTOKYMEHTHI,
nocrynusiue u3 Aamunuctpauuu Ilpesuaenra Pecnyonuku Kazaxcran, [lapnamenra
Pecniyonuku Kazaxcran, Kannemspun Ilpembep-Munncrpa PecnyOnuku Kaszaxcran,
LUEHTPaJbHBIX U MECTHBIX T'OCYJIapCTBEHHBIX OPraHOB, BBIIIECTOSIIEH OpraHU3aluu,
oOpaiteHust PU3NYECKUX U IOPUIUUECKUX JIUII.

55. O6pamenus: GU3NYECKUX U OPUAUYECCKUX JIHI] (MPEITIOKECHUS, 3asIBJICHUSA,
Kaj00bl, OTKJIMKU U 3aMPOCHI) YUUTHIBAIOTCS LIEHTPATIU30BAHHO U PETUCTPUPYIOTCS B
PK® B geHp BX NOCTYIUIEHUS B OPTaHU3ALUIO.

[TuceMeHHBIE U yCTHBIC OOpaleHus], TOTyUYeHHbIE JOJDKHOCTHBIMU JIMIIAMU BO
BpeMsl JIMYHOTO MpuemMa (U3WYECKUX W IOPUANYCCKUX JIUIl, TAKXKE IOJJIeKaT
LEHTPAIM30BAaHHON PErUCTPALIMU, OTJIEIBHO OT OOLIUX IOKYMEHTOB.

56. PeructpaunoHHbIA HOMEp oOpamieHus PU3NUYECKOro JUIla COCTOUT W3
HayajabHOM OYKBBI (paMUIIMU aBTOpa, MopsakoBoro Homepa B PK®, OykBeHHOro
nuaexca "OJI".

Perucrpanronnslii HOMep 0OpaIIeHUs FOPUIUYECKOTO JTUIa COCTOUT U3 HadaJlbHOU
OyKkBBI (paMUIIUM JOJHKHOCTHOI'O JIMIIA, MOJMKUCABIIET0 oOpalleHue, MOPsAKOBOTO
Homepa B PK® u 6ykBennoro unaexca "FOJI".

Perucrpanrionnsiii HOMep aHOHMMHOI'O OOpalieHusi COCTOUT U3 OYKBEHHOTO
unjekca "AHM" u nopsnkoBoro nomepa B PK®.

57. Ilpu MOCTYIJIEHUU MTOBTOPHOTO OOpalieHus B TEUCHHE KaJeHAapHOro roja
MPOCTABJISAETCS PETUCTPALIMOHHBIM HOMEP NMEPBOHAYATBLHOTO OOpaIeHUs C YKa3aHuEM



"BTopoe", "Tperbe" u Tak nanee, a B PK® yka3piBaeTcst Homep mepBoro JokymeHta. B
BEpXHEM IMPaBOM yIJy IMEPBOro JIMCTa MOBTOpHOro oOpamienuss u B PK®
npocrtaBisieTcs nmoMmetrka "[loBropHo". K moOBTOpHBIM 0OpaleHusM TpUOOIIAI0TCs
MaTepuasbl paCCMOTPEHUS TIPEABITYIINX 00paIICHU.

[ToBTOpHBIM cunTaeTcsl OOpalieHue, MOCTYMUBIIEE OT OJHOTO U TOTO K€ JIUIA 110
OJIHOMY U TOMY >K€ BOIIPOCY HE MEHEE JIBYX pa3, B KOTOPOM O0XalyeTcsl pelieHue,
OPUHATOE MO NpeApAylleMy OOpalleHHIo, coOo0HIaeTcsi O HECBOEBPEMEHHOM
PAacCMOTPEHUH paHee HAMPABIEHHOTO OOpaIleHusI, €CJIU CO BPEMEHU €ro MOCTYTUICHHUS
UCTEK YCTAHOBJICHHBIM CPOK PAcCCMOTPEHHUs, HO OTBET 3asBUTEIEM HE TOJIYYEH,
yKa3bIBa€TCs Ha APYrUe€ HEJIOCTATKH, HOMYLIEHHbIE TPU PACCMOTPEHUHU U Pa3pelICHUN
IpeABIIYIIEro 00paIieHus.

58. OOparmieHusi OTHOTO W TOTO € JIMIA M0 OJHOMY M TOMY € BOIPOCY,
HaIpaBJICHHBIE PA3JIMYHBIM aJpecaTaM U MOCTYNUBIIHE I PACCMOTPEHHS B OJHY
OpraHU3alMI0, YUUTHIBAIOTCS MOJI PETUCTPAIMOHHBIM HOMEPOM IEPBOr0 OOpaIeHuUs C
n00aBJIEHUEM TMTOPSIIKOBOTO HOMEPA, MPOCTABISIEMOT0 Yepe3 KOoCyto uepTy (Apoob).

59. Ilpu npeaBapUTEILHOM PACCMOTPEHUN JOKYMEHTOB MPOU3BOIUTCS COPTUPOBKA
UX Ha pErucTpupyemMble M Heperucrpupyemsbie. llepedeHb HEpETHUCTPUPYEMBIX
JIOKYMEHTOB pa3palaTbiBaeTcsi Ha OCHOBe [IpuMepHOro mepedHsi JOKYMEHTOB, HE
MOJIJIeXKAINX peructpanuu B ciyxoe IOV, cormacHo MpuiokeHnuo 9 K HACTOSIIUM
TUIOBBIM MPaBWJIAM U YTBEPKIAETCSI PYKOBOJMUTEIIEM OpraHU3alUu.

Hepeructpupyemblie TOKYMEHTHI MEPEAIOTCs B COOTBETCTBYIOIINE CTPYKTYPHBIE
NOAPA3AECIECHUS OPraHU3alINH.

60. Peructpupyemble JOKYMEHTHI nocye ux peructpauuu B PK® nepenarorcsa Ha
paccMOTPEHUE PYKOBOJACTBY OpPraHU3alUM WM CTPYKTYPHOMY NOApa3IeieHUut0 (
JOJDKHOCTHOMY JIUILY) JUJISL IPUHSATHS PEIICHHUS.

[Ipu Ge3oTnaraTeabHOM HCIIOTHEHUS MOCTYMHBIIETO JOKYMEHTa JOMYCKAeTCS
O03HAKOMJICHUE HCHOJHUTENS C €ro COJAEpkKaHUEeM /10 PACCMOTPEHHUs] JOKYMEHTa
PYKOBOJICTBOM OpPTaHU3aLNU (CTPYKTYPHOI'O MOJpa3ICICHNUs).

61. JlIokyMeHTbI, paCCMOTPEHHbIE PYKOBOJCTBOM OPTraHH3alUU (CTPYKTYPHOTO
nojApaseneHus ), Bo3BpamarTcs B cinyx0y 10V, rae B8 PK® BHocsATcs conepxanus
e300, a JOKYMEHTHI IEPEAAIOTCA UCTIOJHUTEIISAM MOJT POCIIUCH.

JIOKyMEHT, UCTIOJTHEHHE KOTOPOTr'0 BO3JIOKEHO Ha IMOJIBEJJOMCTBEHHBIE (YIO)
opranuzanuu (¥0) WM HECKOJBKO CTPYKTYPHBIX MOApa3IelICHUM, NepeaaeTcss UM
OJHOBPEMEHHO B KOMHUSIX C COOTBETCTBYMOIIEH OoTMEeTKONW B PK®. IlomnumHHMK
nepeaacTcsl UCTIOTHUTENI0, YKA3aHHOMY B PE30JIIOIIUU TTEPBBIM.

[TocTynuBuiKe TenerpaMmMbl IPUHUMAIOTCSA MOJT PACIIMCKY C MPOCTABICHUEM J1aThl
U BpPEMEHU IMpUeMa, PETUCTPUPYIOTCS, a 3aT€M MEpPEearTCsl Ha PACCMOTPEHUE
PYKOBOJICTBY U UCIIOJTHEHHUE.



Tekcer nmoctynuBIiel TenepoHOrpaMMbl 3aMMUCHIBACTCS (TI€UATACTCS) MOIydaTelIeM,
pETUCTPUPYETCA W ONEPATUBHO TNEPEAAECTCS PYKOBOJAUTENIO, KOTOPOMY OHA
aJpecoBaHa.

[Ipu mpueme TenepoHOrpaMMbl OPOPMIISIOTCS CIECIYIOIMINE PEKBU3UTHI — TEKCT,
OTIIPABUTEINIb, HAMMEHOBAHWE BHUJA JOKYMEHTa, JaTa, HOMEpP, HAaNMEHOBAHHE
JOJDKHOCTU, MHUITMAT UMEHU U (paMUJTUs JIMIIA, TOIMCaBIIero JOKyMeHT. Kpome Toro
, YKa3bIBalOTCS JOJKHOCTH W (paMuiauu Jul, TNepelaBIIUX U MNPUHSIBIINX
TeneOoHOrpaMMy, Yachl U MUHYTHI ITpHUeMa-Tiepe1adH.

62. Ilpu pemieHrn BOMpocOB 0€3 COCTaBJICHUS JOMOJIHUTEIbHBIX JTOKYMEHTOB
WCIOJIHUTEIb JIeJIaeT OTMETKU Ha JokyMeHTe u PK® — o gare moctymieHus (eciu
00pa3oBajcs UHTEPBA BPEMEHU MEXKAY MOCTYIUICHUEM JOKYMEHTa U €ro JOCTaBKOMN
UCMOJIHUTEINI0), O Jarax HIPOMEXYTOYHOTO MCIOJHEHUS (3alMpoc CBEICHUM,
TeneOHHBIE TEPEroBOpPhl W JIPyrue), O JaTe M pe3yJibTaTaX OKOHYATEJIHHOIO
VICTIOJTHCHUSL.

ITaparpad 2. ITopsamok 06paboTKH HCXOAAMMX JOKYMEHTOB

63. JIOKyMEeHTHI JJI OTIPaBKH MEPEJAI0TCs MOJHOCThIO 0popmiieHHbIMU. Ciyx0a
JOVY, npuHuMmaromas JOKYMEHTHI JJIsI OTHPaBKH, NMPOBEPSET IMPABWIBHOCTb HX
opopMIICHHS, HAJIMYME MPUIIOKEHUH, YKa3aHHbBIX B OCHOBHOM JOKYMEHTE.
HenpasunbHo oopMiIeHHBIE JOKYMEHTBI BO3BPAILIAIOTCS UCTIOTHUTEIISM.

64. IloanucaHHble HOKYMEHTBI PETUCTPUPYIOTCA W OTHPABISAIOTCS aapecary (
ajgpecaraMm) B JIeHb UX NoAmnucanusi (YTBEPKICHHS) WIM HE MO3JIHEE CIEAYIOUIEro
pabouero qHs, TeaerpamMmsl U Tenedakchl — HE3aMeJINTENBHO.

OpuruHanbl MCIOJHEHHBIX JOKYMEHTOB BMECTE C OTIIYCKOM JOKYMEHTa
IIEPENAIOTCS B T€ CTPYKTYPHBIE MTOAPA3AEICHUs WIN IT0ABEJOMCTBEHHbIE OpraHU3alun
, KOTOpBIE€ SBJISUIMCh OCHOBHBIMM HCHOJHUTEISAMH M MPOU3BOJAAT (POpMUpOBaHHE
COOTBETCTBYIOIIMX JI€]1 COTJIACHO HOMEHKJIATYpe JEl.

65. Ecnu 1OKyMEHT, HalpaBJI€HHBI B JPYryl0 OpraHu3aluio, JOJKEH ObITh
BO3BpallleH, TO B IPAaBOM BEPXHEM YIJIy MEPBOTO JINCTA JOKYMEHTa Ha CBOOOIHOM OT
TEKCTa MOJIE€ MPOCTABIIAIOT IITAMI WX AENAKOT MOMETKY O BO3BpATE, TAKYIO XK€
noMeTKy nenaroT B PKO.

IMaparpad 3. IlopsAaok npoxoxaeHU BHYTPECHHNX JOKyMEHTOB

66. [IpoxoxaeHne BHYTPEHHHX NOKYMEHTOB Ha 3Tamax UX MOATOTOBKHU H
0(OpMIIEHUSI COOTBETCTBYET MPOXOXKACHUIO HUCXOMSIIMX JOKYMEHTOB, Ha JTare
UCIIOJTHEHUS — BXOSIINX IOKYMEHTOB.

67. [lepenaya BHyTPEHHUX JOKYMEHTOB MEXAY CTPYKTYPHBIMU MOJAPa3I€ICHUSIMU
OCYIIIECTBISAETCS JOJDKHOCTHBIMU JIMIIAMHU, OTBETCTBEHHBIMH 3a JIOKYMEHTAIIUOHHOE



o0ecrniedyeHre ynpaBieHUs B CTPYKTYPHBIX MOJIpa3esieHus1X. JJoKkyMeHThI iepeatoTcst
C COOTBETCTBYIONIEH OTMETKON B PK®.

He Bkiro4aroTcst B COCTaB BHYTPEHHUX JOKYMEHTOB, JOKYMEHTBI, CO3/IaHHBIE B
IPOLIECCE MEPENUCKH OPTraHU3alld CO CBOMMHM MOABEIOMCTBEHHBIMU OpPraHU3AUSMHU
U HaoOOpOT, a TakKe TMepenucKka MEXAY HMCIOJHUTEIbHBIMU OpraHaMHu,
(puHaAHCHPYEMBIMHU U3 MECTHOT'O OIO/IKETA.

68. OpurnHaNbl UCIOJHEHHBIX BHYTPEHHHUX JOKYMEHTOB IEPENAIOTCS B TE
CTPYKTYpPHBIE ITOAPA3AEICHUs, KOTOPBIE, SIBIAIUCH OCHOBHBIMU UCIIOJHUTEIISAMHU.
69. Pa3MHOXEHHBIE JK3EMIUIAPHl MNOANMUCAHHBIX PYKOBOJUTEIEM U
3apETUCTPUPOBAHHBIX PACIIOPAIUTEIBHBIX TOKYMEHTOB PACCHIIAIOTCS B CTPYKTYPHBIE
NOAPA3AEICHUS, B BEICHUU KOTOPBIX HAXOAATCS PACCMAaTPUBAEMBIE BOTIPOCHI.

ITaparpad 4. ITopsanok perucTpanuu JOKyMEHTOB

70. Peructpanuu mnojjiexaTr Bce JOKYMEHTHI, TpeOyIOIIHNe y4eTa, UCIIOJIHEHUS, U
UCIIOJI30BaHUS B MH()OPMAITMOHHO-CITPABOYHBIX IETISX.
71. Peructpanusi JOKyMEHTOB OCYIIIECTBIISIETCS, IIEHTPaINu30BaHo ciryx00i JJOY.
72. JIBMWKEHHE NOKYMEHTOB B OPraHM3allMd C MOMEHTA MX CO3JaHUS WU
MOJIYYCHHS 70 3aBEPIICHUS UCTIOJIHEHUS, OTIIpaBIeHUs, GOPMUPOBAHMS JIeNia U ClIavu
B apXUB OpraHu3aluu o0pa3zyer JOKyMEHTOOOO0pOT.
73. O6BeM JOKYMEHTOO0OpOTa ONpeeIsIeTcss OOMMUM KOTUISCTBOM BXO/ISIINX,
UCXOSIINUX U BHYTPEHHUX IOKYMEHTOB 3a MECHAI], KBapTaJ, TO/I.

3a eIUHUIlY y4yeTa KOJIMYECTBA JIOKYMEHTOB MPUHHUMAETCS CaM JOKYMEHT Oe3
y4yeTra KOMUU.

74. B opranusanuax ¢ 0oibIIMM O0OBEMOM JOKYMEHTOOOOpPOTa JIOIMYCKAaeTCs
NELIEHTPAIN30BaHHAsl PETUCTpalusi JOKYMEHTOB. B 3TOM ciy4yae JOKYMEHTHI,
NOCTYIAIONIME HA PACCMOTPEHHE PYKOBOACTBA OpPraHMU3alMH, PACIOPSAAUTEIIBHBIC
JIOKYMEHTBI OpTaHU3aIHK, 0OpaiieHuss GU3NIECKUX U IOPUINYECKUX JIHII, U TTePEIUcKa
3a TMOJAMHUCHI0O PYKOBOJCTBA peructpupyiorca B ciayxoe JOY. JlokymeHTHI,
MOCTYIAIOIINE B AAPEC CTPYKTYPHBIX MOAPA3ICIICHUNA OpraHu3alvid, MEPENnncKa 3a
MOJIMUCHI0 PYKOBOJICTBA CTPYKTYPHOT'O TOJPA3JICICHUA PETUCTPUPYETCA B
COOTBETCTBYIOIIUX CTPYKTYPHBIX MTOAPA3ICIICHUSX.

JIOKyMEHTBI, TepeJaBacMble WJIM MNPUHUMAEMbIE IO KaHajlaM CBS3H,
peructpupytorcs B cayx6e JOY wuam B CTPYyKTYpHBIX MOJpa3aeleHUsX,
OCYUIECTBJISIONIUX UX MIPUEM (TIepenady).

75. JIOKyMEHTBI PETUCTPUPYIOTCA B OPraHU3alMUA OJUH pa3: BXOIAIIUE — B JCHb
MOCTYTIUICHUS, UCXOISIIINE U BHYTPEHHUE — B A€Hb MOANUCAHUS (YTBEPKICHHUS ).

JIOKyMEHTbI, He3aBEpILICHHBIE IEIONPOU3BOJICTBOM, WM, TpeOyIOIINe

JUTUTEIIBHOTO CPOKA UCIIOJIHEHUS, IIEPEPETUCTPALMU HE TIOAJIEXKAT.



[Ipu nepenadye HOKyMeHTa MJisl UCIOJHEHHS (O3HAKOMIICHUS) M3 OJHOTO
noApa3/eieHus B IPyroe Ha HIKHEH CTOPOHE TMOCJEIHEro JUCTa JOKYMEHTA WU Ha
ero oOopotHoii ctopoHe u PK® mnpocraBngercss nata nepegadyd, HOBBIU
pErucCTpalMOHHbIN HOMEDP Ha JOKYMEHTE HE ITPOCTaBIISETCS.

76. Peructpanusi JOKyMEHTOB-OTBETOB ocyuiecTBisiercss B PK® nHUIMaTUBHBIX
JOKYMEHTOB. JOKyMEHTY-OTBETY NPUCBAUBAECTCA MOPSAKOBBIM HOMEp B Mpeaenax
COOTBETCTBYIOIIETO PETUCTPALIMOHHOTO MACCHBA.

77. B opranuzanuu npuMeHsroTes ciaenyromue PKO:

1) xapToyka perucTpalru BXOASIIUX JTOKYMEHTOB MO (opMe COTJIacCHO
npuioxennto 10 k HacTosimuM THUIIOBBIM MpaBUIIaM;

2) KypHaJI perucTpanu BXOASNIUX JOKYMEHTOB M KypHaJI pPEerucTpaiuu
UCXOMSIINUX ¥ BHYTPEHHHX JOKYMEHTOB 1O (OpMe COTIacHO MpHiIokeHwmio 11 k
HACTOSAMM THUIIOBBIM MpPaBUIIAM.

78. YCcTaHaBIMBAETCS CAEAYIOINNA COCTaB CBEICHUM O TOKYMEHTE, IMOJIEKAITUX
00s3aTEIbHON PETUCTPAIUU:

1) HaMeHOBaHKE OpraHU3aIMK (aBTOPa WJIM KOPPECTIOH/ICHTA);

2) HaMMEHOBAaHMUE BUA JOKYMEHTA;

3) nata ¥ perucTparioOHHbIN HOMEP MOCTYIUBIIETO JOKYMEHTA,

4) 3aroJIOBOK K TEKCTY (KpaTKO€ COJIEpKaHUE IOKYMEHTA);

5) pe3ountonus (UCHOTHUTEND, COAEpKaHUEe MTOPYUYEHUs, aBTOp, AaTa);

6) CPOK MCHOJHEHUS JOKYMEHTA;

7) OANUCH UCTIOTHUTEIS O TIOJYYeHUH IOKYMEHTA;

8) oTMeTKa 00 UCIOJTHEHUN IOKYMEHTa U HaIlpaBJIEHUHU €T0 B JEJO.

CocraB 00s13aTeIbHBIX CBEJICHUN B 3aBUCUMOCTH OT XapaKTepa JOKyMEHTa U 3a7a4
UCIIOJIB30BaHUsI MHPOPMAIIUA MOXKET JOMOJHATHCS APYTUMH CBEACHUAMH (HaTU4We
MPUJIOKEHUH, KOJIMYECTBO JINCTOB, MEPEMEIICHUE JOKYMEHTa BHYTPU OpraHU3aluu,
MEPEHOC CPOKOB UCITOTHEHUSA).

79. Undopmanus 0 JOKyMEHTaX, MOJyYEHHas IPU UX PErUCTPalUM, TOCTYMHAET B
UH()OPMAIIMOHHO-TIOUCKOBYIO CUCTEMY, KOTOpas BKIJIIOYAeT B ceOs KapTOTEKU U
KJIaCCU(PUKAIMOHHBIE CITPABOYHUKH.

80. PK® cocTaBidioT ciieayronme KapToTeKu:

1) mo KkoppecnoHAeHTaM;

2) 1o BUJIaM JIOKYMEHTOB;

3) o aBTOpaM JOKYMEHTOB;

4) KOHTPOJIbHBIE;

5) konupUKaAITMOHHBIE;

6) 1o oOpaieHusIM (PU3NYECKUX U FOPUANIECKUX JTHIL;

7) apyrue B 3aBUCUMOCTH OT 3aja4 MOMCKa nH(opmaiuu.



81. DdpdexkTuBHOCTH PabOTHI HHDOPMAITMOHHO-TIOMCKOBOW CHCTEMBI JTIOCTUTACTCS
nyTeM pa3paboTKH KJIaCCU(PHUKALMOHHBIX CIPABOYHUKOB (KJaccu(PHUKaToOp BOMPOCOB
JESTEIIbHOCTU OpraHU3allMM, KIaCCU(PUKATOp BUAOB JOKYMEHTOB, KJAacCH(UKATOP
KOPPECIOHAEHTOB, HOMEHKJIATy bl Ae).

82. Ilons 3amucu Oa3bl JAaHHBIX AaBTOMAaTHU3UPOBAHHOU
MH(OPMALIMOHHO-TIOUCKOBOM CUCTEMBI TOJHOCTBIO COOTBETCTBYIOT IapaMeTpam
NOCJIEIYIOIIETO OMEPATUBHOIO MOUCKA JTOKYMEHTOB M KOHTPOJISI 32 MCIOJIHEHHEM
JOKYMEHTOB.

ITaparpa¢ 5. ITopsaok KOHTPOJIA HCIOTHEHHA JOKYMEHTOB

83 . KoHTpoib UCIIOJIHEHMS TOKYMEHTOB BKJIFOYAET ITOCTAHOBKY TOKYMEHTA Ha
KOHTPOJIb, PETYJUPOBAHUE XOJA UCIIOJHEHUS, CHATHE MCIOJHEHHOIO JTOKYMEHTa C
KOHTpOJIS, HANpaBJIeHWE HCIOJHEHHOTO JOKYMEHTa B JI€J0, y4ueT, 00oOuieHue u
aHaJIM3 X0J1a ¥ pe3yJbTaTOB UCIIOJHEHUS TOKYMEHTOB, HHOPMHUPOBAHUE PYKOBOJICTBA
O COCTOSIHUM HUCIIOJIHEHUsI JOKyMeHTOB. CBeleHHS 00 HCIONMHEHHH JOKYMEHTOB,
MOJJIeXKAIUX KOHTPOJIIO, U CBEJCHUS] 00 WCIOJIHEHUU OOpalieHuil GUu3n4ecKux u
IOPUIMYECKUX JIL[ 3alOJHSIOTCS MO (QopMe coriacHo npuioxeHusMm 12 m 13 k
HACTOSIIIMM THITOBBIM IIPABUIIAM.

84. KoHTpoito mojiexaT BCe 3aperuCTPUPOBAHHBIE JTOKYMEHTHI, TpeOyrolne
VCIIOJIHEHMS, B TOM YHCJI€ JOKYMEHTBI MPOLIBIX JIET, KOTOPBIE B CHIIy Pa3JIMYHBIX
OPUYMH HE ObUIM UCIIOJIHEHBI U UX UCIIOJIHEHUE NIEPEHECEHO Ha TeKyIIuii rog. B atux
CIIy4asix MepeperucTpanus JOKyMEHTOB He ITpoBoanTCs, a B PK® yka3piBatoTcsi BHOBb
YCTaHOBJICHHBIE CPOKHU.

85. AkTtel u nopyuenus [Ipesunenta Pecnybnuku Kazaxcran, AqMuHuCTpanuu
[Ipe3unenta Pecrrybnuku Kazaxcran cTaBaTcs Ha ClIeAyIOIIUe BUIbI KOHTPOJIS:

1) cpouHBlif — ¢ MOMETKamMH, "BeCbMa CPOYHO" - B TEUEHUE TPEX pabouux JHEH, "
cpouHO", "yCKOPUTH" - 10 JecsATH paboUmX JHEN;

2) KpaTKOCPOUHBIN — OT A€CATH pabOyYuX JIHEW 10 OJHOTO MecCsIa;
3) cpeIHECPOUHBIN — OT OJTHOTO /IO IIECTH MECSIIEB;
4) MOJNTOCPOYHBIN — CBBILIE IIECTU MECSIICB.

CpoKHM HCHOJHEHHUS MOPYYEHUM, YCTAaHOBJIEHHBIE B aKTaX U IMOPYYEHUSAX
[Ipesunenta Pecny6onuku Kazaxcran, Aamunucrtpanuu [lpesuaenta PecrnyOnuku
Kazaxcran, ucuucistorcs B pabouux THAX CO JHS UX MOCTYIUIEHHS B OPraHU3aLHIO.

B cnydasx, ecnu B MOPYyYEHUSAX HE yKa3aHbl CPOKH, TO OHM HCIIOJHSAKOTCS B
MECSIUHBIM CpPOK C BHeceHueM uHpopmanuu B aapec IIpesupenta PecnyOnuku
Kazaxcran, Anmunuctpanuu [Ipesunenta Pecriyonuku Kazaxcran.

86. Axtel u mnopyuenus IlpaBurenbctBa Pecnybnuku Kazaxcrtas,
[Ipembep-Munuctpa Pecnyonuku Kazaxcran unum ero 3amectureneid u PykoBoaurens



Kannemsipun Ilpembep-Munnctpa Pecnybnuku Kazaxcran ctaBarcs Ha cleayromue
BHJIbI KOHTPOJIS:

1) cpouHblii KOHTPOJIb C MOMETKAMHU "BEChbMa CPOYHO'" — B TE€YEHHUE OJIHOTO
paboyero JIHs CO JHS MOCTYIUICHUS MOpy4eHus, "'cpouHo", "yCKOpuTh" — He TO3/IHEE,
YeM 3a TpH padOyuX JIHA, €CJIM MHOE HE YCTAHOBIEHO COOTBETCTBYIOIIUM MTOPYUYEHUEM;

2) KpaTKOCPOYHBIA KOHTPOJIb, HE MO3JHEE, YeM 3a MATh pabouux JHEH 110
YCTAHOBJICHHOTO CPOKa MCIOJIHEHUS, €CIIM NHOE HE YCTAHOBIIEHO COOTBETCTBYIOIIUM
IIOPYYEHUEM;

3) cpeaHeCpOUHBI KOHTPOJIb, HE MO3JHEE, YEM 3a JIeCATh padouyux JTHEH 110
YCTAHOBJICHHOT'O CPOKa MCIIOJIHEHUS, €CIIM MHOE HE YCTAHOBJIEHO COOTBETCTBYIOLIUM
MOPYYECHUEM;

4) MOATOCPOYHBIN KOHTPOJIb, HE TIO3/IHEE, YEeM 3a JBAANATh Pabouux JHEH 10
YCTaHOBJICHHOI'O CPOKA UCIIOJIHEHHUS], €CJIM UHOE HE YCTAHOBJIEHO COOTBETCTBYIOIIUM
IOPYYEHHUEM.

CpoKky HCTONTHEHUS MOPYYEHUH, YCTAHOBIECHHBIE B aKTaX U MOPYUYEHUSIX
[IpaBurenscTBa PecniyOnuku Kazaxcran, [Ipembep-Munuctpa Pecriyonuku Kazaxcran
uinn ero 3amecturenied U PykoBomutens Kanuensapuu Ilpembep-MunucTpa
PecnyOnuku KazaxcrtaH, UCUMCIAIOTCS B pabOUYMX JTHAX CO JHS UX MOCTYIUICHUS B
OpraHu3alyIo.

B cnyuasx, eciim B mOpy4eHUSIX HE yKa3aHbl CPOKU, TO OHU MCIOJHSIOTCS B
MECSYHBIA CpPOK ¢ BHeceHuneM uHpopmaruu B aapec [IpaBurensctBa PecmyGnuku
Kazaxcran, I[Ipembep-Munuctpa Pecnybnuku Kazaxcran uinu ero 3amectutesneil u
Pykosogurens Kanuenspuu [Ipembep-Munuctpa Peciyonuku Kazaxcras.

Kountponbusie nopyuenus [Ipesunenra Pecriyonuku Kazaxcran u PykoBoguTesns
Anvunuctpauun [lpesugenta PecnyOnuku Kazaxcran c pe3onouusMu K HHUM
IIpembep-Munnctpa Pecniyonmukm Kazaxcran, ero 3amectureneid u PykoBoauTtens
Kannensapuu IIpembep-Munuctpa Pecnybnuku Kazaxcran uUCHOMHSIOTCSA
opraHusanusmMu He nos3gHee 20-THEBHOrO CpoKa CO JHS IIOPYYEHMS, €CIU B
NOPYYEHHUSAX HE YCTAHOBIIEHbI HMHBIE CpPOKU. OpraHu3anusi — COUCIOJHUTEIb
HaIpaBJsieT CBOKO MH(POPMAIMI0 OTBETCTBEHHON OpraHM3allid — HCIOJHUTEII0 HE
IIO3/IHEE, YEM 3a IIATh JHEU 10 UCTEUYECHUSl YCTAHOBJIECHHOI'O CPOKA.

87. CpoKH UCIIOJIHEHUS TPOTOKOJIBHBIX MTOPYUYEHHM, COAEPKAIIUECS B IPOTOKOIAX
3acenannii [lpaButennctBa PecnyOmuku Kazaxctan u coBemanuit y I[naBwi
rocynapcrba, pykoBojictBa [IpaBurenbctBa PecyOnuku Kazaxcran u PykoBoaurens
Kannenspuu Ilpembep-Munuctpa PecyOnuku Kazaxcran, UCUMCIAIOTCS CO JTHS
poBeJIeHUs 3aceanus (coBemanus). B Tom citydae, eciu Ha 3acejaHUU (COBEILIAHUN)
ObLT Ha3BaH CPOK HMCIOJHEHHMS KOHKPETHOTO IMOPYYEHHUS, TO COOTBETCTBYIOIIHE
OpraHu3alliy, B aipec KOTOPHIX ObUIO JIaHO MOPYYEHUE W MPEACTABUTEIN KOTOPHIX
IPUCYTCTBOBAJIM HA 3aC€AaHUM (COBEIIAHUN), TPUCTYMAOT K UCIIOJHEHUIO MOPYYECHUN



cpa3y IocJie 3acelaHus (COBEIIaHusl), He JOKUAsACh MOCTYIUIEHUSI K HUM IIPOTOKOJIa
3acefaHus (COBEILAHMUS).

88. KoHTpOJIb UCIIOMHEHUSI JOKYMEHTOB IO CYLIECTBY BOIIPOCA BO3Jaraercs Ha
PYKOBOJUTENEN CTPYKTYPHBIX MOAPAZAEIEHUN WU AOJKHOCTHBIE JIMIIA.

KonTpons 3a cpokamMu UCIIOJTHEHMUS JOKYMEHTOB, 32 CPOKAMHU PAaCCMOTPEHUS
oOpaieHnit GU3NIECKUX U IOPUINYECKUX JIUIl OCYIIECTBIsAeTCs ciry)60it JIOY.

89. IIpu oprannsanuu KOHTPOJISI UCHOJHEHUs ncnoyib3yroTcs PKK, xypHansl
peructpauun. KoHTposibHasi KapTOTEKa CUCTEMATH3UPYETCS MO CPOKAM HCIIOTHEHHS
JOKYMEHTOB, 10 UCIIOJIHUTENSIM, TPyHIaM JOKYMEHTOB.

[Ipn He3HAUUTENbHBIX 00bEMaxX KOHTPOJHUPYEMBIX TOKYMEHTOB, KOHTPOJb
OCYUIECTBJISIETCS IyTEM HAHECEHHS] HEOOXOJUMBIX OTMETOK B )KypHaIaX perucTpanuu.

90. /IokyMeHT CHUMAaeTcsl ¢ KOHTPOJS pyKOBOJAUTEIEM, IMIOCTABUBIINM €r0 Ha
KOHTPOJIb, HJIM 10 €ro mopy4eHuto — ciayxooi 10Y.

91. Ilpu cmene pykoBoautenei ciyx0b1 JIOY U cTpyKTYpHBIX MOAPA3AECICHUI
JIOKYMEHTBI U JIeJ1a, a TAKKE PEruCTPallMOHHO-KOHTpOJIbHEIE (hopmbl (Hasee — PKD)
HUM [I€pe/laloTCd BHOBb HA3HAYEHHOMY PYKOBOJUTENIO WM OTBETCTBEHHOMY
JOJDKHOCTHOMY JIMILY IO aKTy IpUeMa-nepe1ayu.

ITaparpa¢ 6. ITopsanok yuera u XpaHEeHHA Ie4aTei, ITTAMIIOB M 0J1aHKOB

92. Yder, UCTONIb30BaHUE, XpPAHEHWE M YHUYTOXKECHHE TMEYATHO-O0JIaHOYHOM
OPOAYKIIMM, Ie4aTel, MITaMIOB, MOJIEKAIIUX 3allUTe, U CPEACTB 3alUThI
JIOKYMEHTOB, OCYILIECTBIISIIOTCS JJOJKHOCTHBIMHU JIMI[AMU, HA3HAYaeMbIMU TTpUKa3aMH (
pacnopsKEHUSME ) PYKOBOJIUTENIEH OpraHu3alui.

93. I'ocynapcTBeHHasi OpraHu3alus UMEeT OJHY Ie4YaTh C HU300pakeHUEM
IN'ocynapctBennoro I'ep6a Peciy6nuku Kazaxcran.

[Ipy HEOOXOIMMOCTH CTPYKTYpPHBIE MOJpa3eliCHUs] TOCyJapCTBEHHOM
OpraHu3aly UMEIoT rnedatu (mramibl) ¢ uzobpaxenueM ['ocynapctBennoro ['epba
Pecnybnuku Kazaxctan v OJJMHaKOBBIM TEKCTOBBIM COJIEp)KaHHEM, TEKCTOBAs YacTh
JOTIOJIHSIETCS] TOPSIAKOBBIM HOMEPOM MJIM CUMBOJIOM (CUMBOJIAMH).

94. Y4yer ne4yaTHO-0J1aHOYHON MPOJYKIIMU, TIEYaTEH, IITAMIIOB, MOJIECKAIINX
3alluTe, U CPEACTB 3alIUTHl JOKYMEHTOB BEIETCS B PErUCTPAIIMOHHBIX YUYETHBIX
dbopmMax, onpeeIeHHbIX HACTOAIUMHU TUTTOBBIMH MPABUIIAMH.

95. YdeT neuatHO-01aHOYHOM MPOAYKIIUH, TOJICKAIIECH 3alIUTE, B TOM YHCIE C
uzoopaxkenueM ['ocynapctennoro ['epba Pecny6nmku KazaxcraH, u Belgaua BeaeTcs
B )KypHaJie yueTa U BblJJaud MEeYaTHO-0JaHOYHOM MPOIYKIIMH, MOJIEkKAIEH 3aIluTe,
o opme coraacHo NMPUIOKeHUI0 14 kK HacTosImuUM THUIIOBBIM TIPaBUIIAM.



JlaHHBIN >KypHAJl 3aBOJIUTCS Ha KaXKIbIH BHUJ NEeYaTHO-O0JaHOYHON MPOAYKIIHUH,
nojuiexaniet 3amure. biaanku duirek ¢ uzobpaxenuem ['ocynapctBennoro ['epba
PecniyOonuku Kazaxcran He MoJijIe)KaT CeUaAIbHOMY YUETY.

96. Brimaua 61aHKOB, MOJUICKAIIUX 3aIIUTE, MPOU3BOJAUTCS TOJ| PACIUCKY B
COOTBETCTBYIOIINX PErUCTPAIMOHHBIX YYETHBIX (opMax, MOPeayCMOTPEHHBIX
BEJIOMCTBEHHBIMU UHCTPYKIUSIMU OpPTaHU3AIUH.

97. Ha xonusix 3amnoaHeHHbIX OJJaHKOB ¢ u3o0paxenueM ['ocynapcrsennoro ['epOa
PecnyOnuku Kazaxcran, mpegHa3HAYEHHBIX IS PACCBHUIKH, MPOCTABIISIETCS HOMED
AK3EMILISApA U MeYaTh OpraHu3aIm.

98. PasmMHOXeHME W KOMMPOBAHUE CPEJICTBAMU OINEPATUBHOW moiurpaduu
HE3aMO0JIHCHHBIX OJIaHKOB, MOJICKAIINX 3aIUTe, HE JOIMYCKAeTCs.

99. Vuer neyareid, MTAMIIOB, MOJJICKAIIMX 3aIMTE, M CIICIUAILHOMN IITEMIICIIbHOM
KpPacKu ¢ XMMUYECKUMU J0OABKaMH, UMEIOIIMMHU WHIWBUIYaJIbHbIE CBOMCTBA C IEJIBIO
3alIUTHl OT MOJJEIKH, a TaK)Ke€ MX BbIJaya BEACTCS B JKypHalie yuyeTa U BblIIaud
nmevared, mramMmoB ¢ wu3oOpaxkeHuem I[ocymapcrBenHoro I'ep6a PecmyOnuku
Kazaxcran u cnenuanbHON MITEMIEILHON KPpacku MO GOpMeE COrIacHO MPUIIOKEHUIO
15 x HacTosiuM TUNIOBBIM MpaBUJIaM.

100. Yyer neppeBbIX aBTOPYUYEK, 3aMPABICHHBIX CIEHHATbHBIMU YEPHUTIAMU C
XUMHUYECKUMH JT0OaBKaMH1, UMEIOITUX WHIUBHIyaJbHBIE CBOMCTBA C IIEBIO 3aIIUTHl OT
MOJJEIKU MOAMUCEN NOJHKHOCTHBIX JIMI, U UX Bbla4ya BEAECTCS B )KypHaJe ydyera u
BBIIAYN TIEPHEBBIX aBTOPYUEK, 3AMPABICHHBIX CIICIUATLHBIMU YEPHIIIAMH, TI0 (hopme
COIJIACHO MPUJIOKEHUIO 16 K HacTosMM TUIIOBBIM MpaBUJIaM.

101. 3aroyioBKM perucTpaliMoOHHbIX YUYETHBIX (POPM BKIIIOYAIOTCS B HOMEHKIIATYPY
JieJ1 OpraHu3aluu.

JIucThl )XypHAIOB HYMEPYIOTCS, MPOIIUBAIOTCS U ONEYaTHIBAIOTCS.

102. Ilepemaya napyromy JIOJDKHOCTHOMY JIMITY HEHUCIIOJIb30BaHHOMU
Ne4yaTHO-0JIAHOYHON TPOJIYKIIUY, MedaTel, ITaMIOB, MOJJICKAIIUX 3alIUTe, a TaKKe
CPEIICTB 3alUTHI JOKYMEHTOB U PETUCTPAMOHHBIX (OPM K HUM OOPMIIIECTCS aKTOM
npueMa-fepeiayu mevyaTHo-0JIaHOYHOM MPOAYKITUH, ITeUaTeH, ITaMIIOB, MOIJIEkKAITUX
3alIUTe, CPEACTB 3alIUTHI JOKYMEHTOB U PETUCTPAIMOHHBIX YUETHBIX (DOPM K HUM IO
dbopme coriacHo MPUIOKEHHIO 17 K HACTOSIITUM THUITOBBIM MpaBUIIaM.

103. IleyatHO-0NMaHOYHASI NPOIYKIIMS, IT€UATH, IITAMIIBI, TOAJICKAIINE 3aAIIUTE, U
CpelIcTBa 3alllMThl JOKYMEHTOB XpaHSATCSA B OIEYaThIBAEMBIX celdax uiau
MEeTaJUTHYECKHUX MIKadax.

104. YHHUYTOXEHHE UCITIOPUYCHHOM TIe9aTHO-0JJAaHOYHOM ITPOXYKITUH, IO ICKAIICH
3alllUTe, MPOU3BOJUTCS C COCTABJICHHEM AaKTa O BBIJICJICHUUM K YHUYTOXKECHUIO
UCTIOPUYEHHBIX K3EMIUISIPOB MEYATHO-O0JIAHOYHOW MPOAYKITUH, MOJJICKAIICH 3aIlInuTe,



no ¢opme coriacHo mpuiiokeHuto 18 k HactosmuM TuUNoOBBIM mpaBWiIaM U
MPOCTABIICHUEM COOTBETCTBYIOIIUX OTMETOK B JKypHajlaXx yd4eTa U BbIJa4yu
NEYaTHO-0JIAHOYHOM MPOTYKIIUH, TTOJICHKAIICH 3aIUTe.

105. YHUYTOXEHHE MeYaTei U MTaMIOB, MOJIEKAIIUX 3alUTe, TPOU3BOIUTCS C
COCTaBJICHUEM aKTa O BBIJICIICHUU K YHUUTOKECHHIO MeYaTe U MITaMIIOB, MOJJIEKAITUX
3amure, 1o GopMe COrIACHO MPUIOKEHUI0 19 Kk HacTosuuM TUIOBBIM MpaBUiIaM U
MPOCTABJICHUEM COOTBETCTBYIOIIUX OTMETOK B XKypHaJ€ yuyeTa U BbIAa4yM MedaTei,
mTamMnoB ¢ uzo0paxkenueM ['ocynmapctBenHoro I'ep6a PecmyOnuku Kazaxcran u
CIIEAAIBHOW IITEMIIEIIBHON KPACKH.

106. YHUUYTOXKEHNE CPENICTB 3AIIUTHI IOKYMEHTOB (B TOM YHCII€ EMKOCTEW U3-110]]
CIICIMAJIBHBIX YEPHWI M IITEMIICIBHOW KpacKu, HCHOPYEHHBIC IITEMIICIbHbIC
NOAYIIKH, 3alpaBICHHbIE CIEIUAIbHBIMU IITEMIICIbHBIMU KpPAacKaMu, NEpPbEBbIE
aBTOPYYKH, 3alpaBJCHHbIC CIEIUAIbHBIMU YEpHWIAMU) TMPOUZBOIUTCS C
COCTAaBJICHHEM aKTa O BBIICJIICHUU K YHUYTOXKEHHUIO CPEACTB 3aIUThl JOKYMEHTOB IO
dopme cormacHo mnpuioxkeHuro 20 K HacToAmMM THUMOBBIM MpaBWIaM U
MIPOCTABJIECHUEM OTMETOK B COOTBETCTBYIOIIMX KypHaIaxX y4eTa U BbIAauH.

107. ITpu peopranuzanuu Wik JUKBUJALNN OPTaHU3AIUU, IPUHATUHA PELIEHUS O
CHATHHU ¢ ydera (uinana (IpeaCcTaBUTEIbCTBA) YHUUTOKEHUE HEHUCIOIb30BaHHOU
NeYaTHO-0JTAHOYHOM MPOMYKIIMH, TIeYaTel, MTaMIIOB, MOJUICKAIUX 3aIIUTEe, a TaKXKe
CPEACTB 3alIUThl JOKYMEHTOB IPOU3BOJUTCA C COCTaBICHHEM aKTOB IO (opmam
corilacHo mnpwioxeHusm 19, 20, 21 x HacrosmuMm TUNOBBIM HOpaBHUiIaM,
YTBEPKIAEMbBIX PYKOBOJIUTEIIEM OPTaHU3ALMU WIH MpPEeICceaTeNIeM JUKBUIAIUOHHON
KOMHUCCHM, U TPOCTABJICHUEM OTMETOK B COOTBETCTBYIOIIMX >XYypHallaX yyeTa U
BbIJAYH.

YHUUTOXKEHNE WIN JTalbHEHIIIee XpaHEHHUE KYPHAJIOB U IPYTUX PETUCTPALIMOHHBIX
YYETHBIX (POPM OCYIIIECTBISETCS B COOTBETCTBUU C 3aKOHOJIaTEILCTBOM PecryOnmku
Kazaxcran mno corjacoBaHuio ¢ II€HTPaJbHBIM TOCYJIapCTBEHHBIM OPraHOM
yIpaBJEHUs apXHUBaMU U JOKYMEHTAIIUEN UM MECTHBIM UCIIOJIHUTEIbHBIM OPTaHOM B
o0JlacTl apXMBHOTO Jeja M JIOKYMEHTalluu o0JacTH, Topoja peciyOIuKaHCKOTo
3HAYEHUS U CTOJUIIBI.

108. IIpoBepka HaJIMUMS SK3EMILISIPOB NIEYATHO-O0JIAHOYHOM MPOAYKIUH, TIeHaTei,
MITAaMIIOB, TOJICKAIIUX 3alIUTE, U CPEACTB 3alUTHI JOKYMEHTOB MPOU3BOJAUTCS HE
peke OAHOTO pa3za B roji KOMHUCCHUEH, CO3/1aBaeMOil MpUKa30oM (PacropsKeHUEM )
PYKOBOJUTENISI OpTaHU3alIUH.

109. OTMeTkH 0 pe3ynbTarax NPOBEPOK MPOCTABIAIOTCS B )KypHajlaxX ydeTa u
BbIJIaun 1Mo (opmam coriacHo mpuiioxeHusMm 14, 15, 16 x HactosimiuMm TunoBsiM
paBUJIaM.

110. IIpu yrepe mevatu (mramma) ¢ uzodpaxenuem ['ocynapcrBenHoro ['epba
Pecnybnuku Kazaxcran mpeAnpuHUMAIOTCS BCE HEOOXOAMMBIE MEPHI MO PO3BICKY, B



cllyyae OTpPHUIATEIbHOrO0 pe3ylibTaTa pO3bICKAa COCTAaBIAETCS akT 00 yTepe
IPOU3BOJIBHON (hOPMBI, YTBEPKIAEMBIN PyKOBOAUTEIEM OpTraHU3ALIMH.

ITaparpad 7. ITopsanok cocTaBieHNA HOMEHKIATYPHI e, GOpPMHPOBaHHA U
XpaHEeHHU eIl

111. HomenkiaTtypa el mpeaHa3HadyeHa sl TPYyNIHUPOBKU HCIOIHEHHBIX
JOKYMEHTOB B JI€Jla, CUCTEMAaTH3allMU U y4yeTa Jell, ONPEAEICHHs CPOKOB UX XPaHEHUS
U SIBJISIETCS OCHOBOW I COCTABJIEHUS OIKCEN €Nl MOCTOSHHOTO U BPEMEHHOTO (
cBeimmie 10 7jer) xpaHeHus, a Takxke s ydeTa Jel BpeMeHHoro (go 10 ner
BKJIFOUUTEJIBHO) XPaHEHUS.

112. B HOMeHKNaTypy [eJl BKJIIOYAIOTCA BCE NOKYMEHTBI, CO3JaBacMbI€ B
OpraHu3aliy M MOCTYIAOIINE B OPTaHU3aINI0. DJIEKTPOHHBIE JOKYMEHTHI U 0a3bl
JAHHBIX BKIIIOYAIOTCSI B HOMEHKJIATYPY Jie7 Ha OOIIMX OCHOBAHUSIX.

113. B HomeHknarype nen ¢ukcupyercs popma AJOKYMEHTa — 3JEKTPOHHAS C
yKa3aHueM HOCUTENsl HH(OpMAIK, UK OyMaskHasl.

114. Ilpu cocTaBneHnn HOMEHKIATYpPhI €]l PYKOBOJCTBYIOTCS YUPEIUTEIbHBIMU
JOKYMEHTaMHM, IOJIOKEHUAMH O CTPYKTYPHBIX MOAPA3AECIEHUAX, NOJIKHOCTHBIMU
UHCTPYKIUAMU DPAOOTHUKOB, THUIIOBBIMH, OTPACIEBBIMU (BEJOMCTBEHHBIMH)
NEPEYHSIMHU JOKYMEHTOB C YKa3aHHEM CPOKOB XPaHEHUS, TUIIOBBIMU (IIPUMEPHBIMU)
HOMEHKJIaTypaMu JIeJ, CTPYKTYpoi (IITaTHBIM paClMCaHUEM), TIJIaHAMU U OTYETaMHU O
pabore, M3y4yaroTCs BUIBI, COCTAB M COJEpKaHHE JOKYMEHTOB, O00pa3yloIINXcs B
NEeATENIbHOCTH OPTaHU3ALNH.

115. Homenknatypa nes no (GopMe COTJIACHO MPUIIOKEHHIO 22 K HACTOSIIUM
TunoBeIM mpaBmiiaMm cocTaBisiercs (He mo3aHee 10 gexalOps KajdeHIapHOTO Toja)
cinyx0oii JIOY Ha oCHOBE HOMEHKIATyp el CTPYKTYPHBIX MOJApa3JeJICHU,
IPEICTaBIEHHBIMU COOTBETCTBYIOIIUMH MOAPA3ACICHUSIMH.

116. BHOBb cO37aHHOE MOJIpa3JielicHue B MECSYHBIA CPOK pa3padaThIBacT
HOMEHKJIATYPY JeJI MOApa3eieHus U NMPeCTaBUTh ee B cinyx0y JIOVY.

117. HomeHnknarypa Jiej1 opraHu3aldy MOJMKUCHIBAETCS PYKOBOJUTENEM CIIYKObI
JIOY, cornacoBbIBaeTcsi ¢ SKCIEPTHOM Komuccuer opranuzaiuu (nanee — OK), c
AKCIEPTHON MPOBEPOUYHON KOMHUCCHEH TOCYIapCTBEHHOrO apXuBa (MECTHOTO
UCIIOJNIHUTENbHOTO opraHa) (nanee — OIIK), B KOTOpbI TOKYMEHTHI IepeAaroTcs Ha
IIOCTOSIHHOE XpaHEHHWE, W YyTBEp)KIAaeTcs (He IO3/JHEe KOHIA TEKYIIEro TIoja)
pykoBoauteneM opraHuzanuu. CorjacoBbIBaeTCs HOMEHKJIATypa Jel ¢
rOCYJapCTBEHHBIM apXHWBHBIM YUPEKJIECHUEM HE PEXE OJHOTO pa3a B 5 JIET, €CIIU HE
OBLJIO KOHIIENITYaJIbHBIX U3BMEHEHUH B QYHKIHUAX U CTPYKTYpE OpraHU3aIuu.

Opranuzanuu He SBISIOMIMECS WUCTOYHHKAMM MONOJHEeHHs HanuoHanibHOTO
apXMBHOTO (POHJA HE MPECTABISAIOT HOMEHKIIATYPHI el Ha coriacoBanue DI1K.



118. Homenkiarypa nen rneyataercss B HEOOXOIUMOM KOJTMYECTBE IK3EMILISPOB.
OnauH SK3eMIUISAP YTBEPKICHHOM HOMEHKJIATYphl XPAHUTCS B TOCYJAapCTBEHHOM
apXHBe, C KOTOPBIM OHA COTJIACOBBIBAIACH.

119. Homenkiatypa Jiel B KOHIIE KaXJIOr0 ToJila YTOYHSETCS, YTBEPKIAeTCs
PYKOBOJUTENIEM OpPraHU3allii U BBOJUTCSA B IEUCTBUE ¢ | sSTHBaps CIIEIyIOIIETo roja.

120. Ha3BaHusiMu pa3ziesioB HOMEHKJIATYPbI J€J SIBISIIOTCS HAaWUMEHOBAHUS
CTPYKTYPHBIX TMOJIpa3/IeJICHU, KOTOpPhI€ PACIOJIaraloTCd B COOTBETCTBUU C
YTBEPKJACHHOM CTPYKTYypol opranu3ainuu (mratHoe pacnucanue). [lepBoiii pasgen
HOMEHKJIATyphl BKJIIOYAET 3arojIOBKU [N, COAEpKallue paclopsIUTENbHYIO
JOKYMEHTAIlMI0 U JOKYMEHTbl KOHCYJIbTATUBHO-COBEUIATEIbHBIX OpPTaHOB
BO3TJIABIIIEMBIX PYKOBOJICTBOM.

121. JIokyMeHTHI (PHIIHATIOB ¥ TIPEICTABUTEILCTB BHOCSTCS B KAUECTBE Pa3/IeiioB B
HOMEHKJIATYPY /€]l OPraHU3allHH.

CaMOCTOATENBHBIM pPa3/IeIOM HOMEHKJIATYPHI NNl SIBISAETCS HAaWUMEHOBAHUE
oOIecTBeHHOW opranu3anuu. [laHHbIN pa3zen pacronaraercs mociie BceX pasziesioB
HOMEHKJIATYPHI JIeJT OpraHU3alliH.

122. Jlns opranuzaiuu, He UMEIOIIEN CTPYKTYpPbl, HOMEHKJIATypa Je] CTPOUTCS MO
MPOU3BOJICTBEHHO-OTpacAeBOM uiu (PyHKIIMOHAIBbHOU cxeme. HaumeHoBaHus
pa3/iesioB COOTBETCTBYIOT HAIMIPABIICHUSIM JESATEIbHOCTH OpPraHU3alluH.

123. JI;1s1 noABEAOMCTBEHHBIX OPTaHU3alMil C OTHOPOJAHBIM COCTABOM JOKYMEHTOB
canyxk6oit  JIOY BeimecToslero opraHa (BBIIECTOSIIIEH OpraHu3aium)
pa3pabaThIBalOTCS TUIIOBBIE (TPUMEPHBIC) HOMEHKIIATYPhI J1e1. Takue HOMEHKIATYphl
MOJJIeKAT COTJIACOBAHMIO C LIEHTPAIbHBIM TOCYJAapCTBEHHBIM OPraHOM YIPaBJICHUS
apXyMBaMH M JOKYMEHTAIMEHN WM MECTHBIMU UCIIOTHUTEIILHBIMUA OpraHaMu 00JIacTei,
ropojia pecnyOJuKaHCKOro 3HaYEHUS U CTOJULIBI.

IMTaparpa¢ 8. ITopsanok opopmiieHHSI HOMEHKIIATYPH ACIT

124. B HOMEHKIATypy [€JI BKIKOYAIOTCS 3aroJIOBKH JI€J, OTPAXKAIOIIUE BCE
JOKYMEHTUPYEMbIE YYacTKU paOOThl OpraHU3allii, B TOM YHCIIE JUYHBIE JIeJa, ONUCH
nen, PK®, koHTpoIbHO-CIIpaBOYHbIE, TEMATUUYECKUE KAPTOTEKH, a TaKkKe 0a3bl JaHHBIX

[leyaTHbIC M31aHKS B HOMEHKIIATYPY J€J1 HE BKIOYAIOTCA.

125. B rpade 1 HOMEHKIATYyphl A€ NPOCTABISIOTCS MHIAEKCHI Ka)XXJ0ro Jena,
BKJIFOUEHHOTO B HOMEHKJIaTypy. HIeKke nena cocTout u3 nu@poBoro 0003HauYeHUs
CTPYKTYPHOI'O IOJpAa3JEICHUsI M IOPAJKOBOIO HOMEpa 3arojioBKa Jejla IIo
HOMEHKJIATYpe B Ipefenax CTPYKTYPHOIO MOApa3JAeiaeHUs. DJIEMEHTbl HHJAEKCA
OTJIEJISIOTCS IPYT OT Apyra aeducom.



B HOMEHKnaType neia peKOMEHIYETCS COXPAaHATh MOPANOK PaCIOI0XKEHUS
OJIHOPOJIHBIX J€Nl B TMpejaenax pa3HbIX CTPYKTYPHBIX MOApPA3JEICHUN, s
NEPEXOASAIIMX JEJI NHIEKC COXPaHAETCS.

126. B rpady 2 HOMEHKJIATYyphI JIe]l BKIIIOYAIOTCS 3ar0JIOBKH 1] (TOMOB, YacTei).

TpebGoBaHus K 3aTOJIOBKY:

1) 3aromoBoK Jena AOJKEH YETKO, B 00001eHHON (popMe oTpakaTh OCHOBHOE
coJiep KaHUe U COCTaB JOKYMEHTOB JIENa;

2) He Jomyckaercs ymnoTpeOJeHHEe B 3arojoBKE JieJla HEKOHKPETHBIX
dbopmynupoBok ("pazHele Matepuanbl', "oOmas mnepenucka', "ucxonsias
KOppeCHOoHIeHIUsA" "BXOASIINE TOKYMEHTHI'"), a TaKkKe€ BBOJHBIX CJIOB M CIIOXKHBIX
000pOTOB;

3) 3aroJIoBOK J€jla COCTOUT M3 3JEMEHTOB, PACIOjaraéMbIX B CIIEAYIOIIEH
MIOCJIEIOBATEIIBHOCTH:

Ha3BaHUE BUJa jena (mepenucka, KypHana) Uil pa3HOBUIHOCTH JIOKYMEHTOB (
IPOTOKOJIBI, IPUKA3bI);

Ha3BaHUE OpPraHU3AlMU WA CTPYKTYPHOIO MOApPa3AesieHHs (aBTOp JOKYMEHTA),
Ha3BaHUWE OpraHM3alMU, KOTOpPOM OyAyT aJapecoBaHbl WJIM OT KOTOpPOW OyayT
NOJIy4EeHbl JOKYMEHTHI (aipecaT WM KOPPECTIOHIEHT JOKYMEHTA);

KpaTKOe CoJiepKaHUe TOKYMEHTOB J€JIa;

HA3BaHUE MECTHOCTH (TEPPUTOPHUH), C KOTOPOIl CBSA3AHO COAEPKaHUE TOKYMEHTOB
nena;

nata (1mepuo), K KOTOPbIM OTHOCATCS TJOKYMEHTHI JIea;

4) B 3aroJiIoBKax Jiejl, COJAEp KalluX JOKYMEHTHI 110 OJHOMY BOIPOCY, HO HE
CBSI3aHHBIX I1OCJIEJIOBATEILHOCTBIO CIIONIHEHNUS, B KAUECTBE BUA Jie]a yIOTpeOseTcs
TepMuH "JlokyMeHTBI". TepMuH "qOKyMEHTHI" IPUMEHAIOTCSA TAKKE B 3ar0JIOBKAx JE,
COJIEpIKaIINX JOKYMEHTBI — MPHIOKEHUS K KaKOMY JIM0O TOKYMEHTY U 0(OPMIISIOTCS
cnenyronuM oopaszoM "IIporokon (s1) 3acenanus (uit) CoBeTa TUPEKTOPOB KOMIIAaHUU
U JOKyMEHTHI K HUM" WK "J{0OKyMEHTBI K IpOTOKONY 3acenanus CoBera TUPEKTOPOB
KOMITaHUHN";

5) B 3aroyioBKax Jell, COAEPKALIUX MEPENUCKY, YKA3bIBAETCS, C KEM U MO0 KAKOMY
BONPOCY OHa BeAeTcsi. B cinydae BeJeHUsS MNEPENUCKU C OJHOPOJHBIMHU
KOPPECIIOHAEHTaMH, B 3ar0JIOBKAX YKa3bIBA€TCA UX OOIIEe BUAOBOE HA3BAHUE;

6) B 3arojoBKax Jejl, COJEpKAIUX MEepenucKy ¢ 0osiee TpeMsi pa3HOPOIHBIMU
KOPPECIOHAEHTaMH, MX HAMMEHOBAHUS HE MEPEUHCIIAIOTCS;

7) npu 0003HAUEHUU B 3aroJIOBKax N7 aJMUHUCTPATUBHO-TEPPUTOPHAIIBHBIX
€UHUL] YYUTHIBAETCA CIIECIYIOLIEE:

€CclM CcoJep>KaHue Jejla KacaeTcs HECKOJbKUX OIHOPOJIHBIX
aIMUHHUCTPATUBHO-TEPPUTOPUATIBHBIX €IMHHUI], B 3ar0JIOBKE JI€JIa HE YKA3bIBAIOTCS UX
KOHKpETHbIE Ha3BaHHUs, a YKa3bIBAETCS UX 00IIee BUOBOE Ha3BAHNUE;



€CJIM COJIepKaHHE Jeja KacaeTcsi OJHOM aJMUHUCTPATUBHO-TEPPUTOPUATIBHOM
€AVHUIIBI (HACEJIEHHOTO IMyHKTA), €€ (ero) Ha3BaHUEe yKa3bIBAETCS B 3ar0JIOBKE JI€Na;

8) B 3arojioBKax JeJ, COJIepKalllUX IUIAHOBYIO MJIM OTYETHYIO JOKYMEHTAIIHIO,
yKa3bIBaeTCs Mepuo/l (KBapTall, roj1) Ha (3a) KOTOPBIN COCTaBJIEHBI TUIAHBI (OTYETHI);

9) 3aronoBKH Cy/1eOHBIX, CIEACTBEHHBIX, JIMUYHBIX, IEPCOHATBHBIX, apOUTPAKHBIX
Jen, JAed  CcoAep)KalluX JOKYMEHTBI, CBSI3aHHBIE IMOCJIEA0BATEIbHOCTHIO
JETOMPOU3BOACTBA MO OJJHOMY BOITPOCY, HAUMHAKOTCS cO cioBa "Jleno";

10) ecnu neno GyieT COCTOATh U3 HECKOIBKUX TOMOB MJTM YaCTEH, TO COCTABIIACTCS
oOILIMiA 3aroJIOBOK Jena, a 3aTeM COCTAaBIIAIOTCS 3aroJIOBKM KaXkJ0ro Toma (4acTu),
YTOUHSIIOLIME COAEPKAHUE 3ar0JIOBKa Jea.

127. 3aronoBku [eJ1 BHYTPU Pa3[eIOB HOMEHKJATYpPHI PACIOJIATalOTCs B
COOTBETCTBUHU CO CTEMNEHBIO BAXKHOCTH JOKYMEHTOB, COCTABJISAIONIMX Jeja, U UX
B3aMMOCBSI3bIO.

Bnauane pacrnonararoTcs 3arojoBKHU JI€J, COAEPKAIIMX HOPMATUBHYIO MTPABOBYIO
nokymeHTaiuo. [Ipu 5ToM 3arooBKH 1€, CoAepKaluX MOCTAHOBICHUS U MPUKA3bI
BBIIIECTOAIIMX OpraHU3allMil, pacroiaratoTcsl mepej 3arojloBKamMu Jell ¢ MpuKa3zaMu
opranu3anuu. Jlanee pacrosiararoTcsi 3arojIOBKH €N, COJEpKalluX OCTaJbHbIC
IIPaBOBbIC AKThI, & TAK)KE TUIAHOBBIE U OTYETHBIE JOKYMEHTHI.

[IpoekThl pacnopsAIUTEIbHBIX JOKYMEHTOB, JOKYMEHTHI MO UX MOJATOTOBKE,
U3MEHEHHUs K IUJIaHaM, OCHOBaHMs K MpHKa3aM MOMEIIAIOTCS B HOMEHKJIAType el
BCJIE/ 32 COOTBETCTBYIOIIMMH OCHOBHBIMH JJOKYMEHTaMHU.

3aroJoBKHU /i€, 3aBEICHHBIX IO Teorpad@uueckoMy U KOPPECHOHIAEHTCKOMY
pU3HAKaM, BHOCSITCA B HOMEHKJIATYPY /el 1o alndaBuTy reorpaduueckux Ha3BaHUU U
KOPPECIIOHEHTOB.

3aroyioBKM el yTOUHSIOTCS B Iipouecce hopmupoBanus u opopmienus nen. Eciu
B TEUYCHHE T0Jla BO3HUKAIOT HOBBIE JOKYMEHTHPOBAHHBIE YYacTKH pabOTHI, HE
peIyCMOTPEHHBIE JieJla, OHU JOTIOJHUTEIBHO BHOCATCS B HOMEHKIIATYPY.

128. I'pada 3 3amomHsETCS TTOCIIE 3aBEPIICHNS KAJICHIAPHOTO TOa.

129. B rpade 4 yka3pBarOTCS CPOKH XpaHEHHUS Jeja CO CChUIKOM Ha HOMepa
NYHKTOB (cTaTei) TUMOBOrO WJIM BEJOMCTBEHHOTO (OTpPacieBOT0) TMEpeUHs
JIOKyMEHTOB C YKa3aHUEM CPOKOB UX XpaHEHUs, IPU UX OTCYTCTBHH — Ha THIOBYIO (
MPUMEPHYI0) HOMEHKJIATYpy Jell.

130. B rpade 5 cimyx60ii IOV yka3pIBaroTCsi HAMMEHOBAHUS MEPEYHS JOKYMEHTOB
, TUTIOBOM (MpUMEPHON) HOMEHKJIATYPHI J€J, MCIOJIb30BAaHHBIX MPU OMpPEACICHUU
CPOKOB XpaHEHHUs JIeJl, ¥ JIeJAI0TCS OTMETKU O MEePEeXOISIINX Jenax, 0co00 IEHHBIX
JOKYMEHTaX M Jeliax, mepenaye JeJd B JAPYroe CTPYKTYpHOE MOJpa3/elieHHe WU
OpraHM3alMI0 JIJIsl UX MPOAOJIKEHHUS, B apXUB OpraHU3allii, HATMYUK JIEKTPOHHBIX
KOMUM JOKYMEHTOB, BUJIE U MECTE XPAHEHUS UX HOCUTETIEH.



131. ITo okoHYaHHMHM TOJa OCYIIECTBIISIETCS CBEpKa (YyTOYHEHHE) 3arojOBKOB
HOMEHKJIATyphl ¢ (PaKTUYECKUM COCTaBOM JIOKYMEHTOB JieJila U UX cojepkaHueMm. B
KOHIIE HOMEHKJIATYPBhI JIeJI JIeJIaeTCsl UTOTrOBasl 3alliCh O KOJIUYECTBE 3aBEJICHHBIX e (
TOMOB).

CBeieHUS 0 KOJIMYECTBE 3aBEJICHHBIX JI€JI COOOIIAIOTCS ApXUBY OpraHU3alluH.

ITaparpad 9. ITopsanok dopMuApOBaHHUA €1

132. UcnosHeHHbIE JOKYMEHTHI (POPMHUPYIOTCS HUCIOJHHUTEIEM B J€ja B
COOTBETCTBUM C HOMEHKJATypoi aesi. DopMUpoBaHHE A€l BHE HOMEHKIIATYPBI 1€ HE
JIOITYCKAETCS.

133. Kontpoub 3a hopMupoBaHUEM JIe] OCYIIECTBIsIET ciryx)0a JJOVY.

134. ITpu dhopmupoBanuu Jea cCoOMI0IAIOTCS CIEAYIONIUe TPeOOBaAHUS:

1) B memo moMemiaroTcsl TOJIBKO HMCIOJTHEHHbBIC, MPaBUIBHO O(POPMIICHHBIE
JOKYMEHTBI, COOTBETCTBYIOIIME IO CBOEMY COJIEpKAHHMIO 3arojoBKYy Jeia [0
HOMEHKJIaType AeIT;

2) B €JI0 TOMENIAIOTCS BMECTE BCE JIOKYMEHTBI, OTHOCSIIIMECS K Pa3pelIeHHIO
OJIHOTO BOITpOCA.

[IpunoxxkeHus K JOKyMEHTaM, HE3aBUCHMO OT JaThl UX YTBEPXKACHUS WIIH
COCTAaBJICHHUS], IPUCOEIUHSIOTCS K JOKYMEHTaM, K KOTOPbIM OHU OTHOCSITCSL.

[Tpunoxenus o6bemMoMm cBbIie 180 TMCTOB COCTABIAIOT OTACIBHBIN TOM, O YeM B
JOKYMEHTE JIeJaeTCsl OTMETKA.

3) COBMECTHO IpyNMIUPYIOTCA BEPCUU IOKYMEHTA Ha Ka3aXCKOM, PYCCKOM M MHBIX
A3bIKAX;

4) rpynnupyrorcs B Aesa JOKYMEHThI OAHOTO KaJeHAAPHOIO ToJla, UCKIIOYEHNE
COCTAaBJISIIOT — TMEpexXodllue Jefia, CyAcOHble Jena, JUYHBIE Jeia, KOTOphIe
(OpMUPYIOTCS B TE€YEHUE BCEro Mepuoja padoThl TAHHOTO JIMIA B OpraHU3allu,
JIOKyMEHTBI BEIOOPHBIX OPTaHOB M WX MOCTOSIHHBIX KOMHCCHUH, JEMyTaTCKUX TPYIIIL,
KOTOpbIE TPYNIHUPYIOTCS 3a MEPHOJ UX CO3bIBA, TOKYMEHTbl YUEOHBIX 3aBEJCHUU,
KOTOpbIe (POPMHUPYIOTCS 3a YUEOHBIN roj, JOKYMEHTHI TEaTpOB, XapaKTepHU3yIOIIe
CLEHUYECKYIO JAeSTENbHOCTD 3a TeaTpalbHbI CE30H, UCTOPUU OOJIE3HEH.

5) pa3zaesnbHO IPYyNNUPYIOTCSA B A€NIa JOKYMEHTHI OCTOSHHOTO U BPEMEHHOTO
CPOKOB XpaHEHUS,

6) TenerpaMMbl, KCEPOKOMHUH (pakcorpamm, TeaedoHOrpaMMbl IOMEILAIOTCS B JeJIa
Ha OOIIMX OCHOBAHUSAX B COOTBETCTBUH C HOMEHKIIATYpOH JeT;

7) B eJI0 HE MOMEUIAI0TCs JOKYMEHTHI, MOJJIEkKAIIUe BO3BPaTy, YEPHOBUKHU U
JUITHUE SK3EMILIAPHI;

8) mo 0O0bemMy JIeJI0 TTOCTOSHHOTO CPOKa XpaHEHUsI HE JOJDKHO mpeBbimaTth 180
JUCTOB;



9) npu HaNIMYKK B J€J1€ HECKOJIBKUX TOMOB (4acTei) HoMep (MHIEKC) U 3ar0JI0BOK
JieJia MPOCTABIIETCS HAa KaXJIOM TOME C J100aBJI€HUEM HyMepaluu TOMOB (YacTei), B
nociieTHeM ToMe (JacT) nobasisieTcs cioBo "mocnenuuii” ("mocnenuss").

135. JlokyMeHTBl BHYTpPHU JIeJla pacloJliaraloTcsi CBEpXy BHU3 B COOTBETCTBUU C
NOCJIEOBATENBHOCTBIO PEILIEHUS BOIIPOCa (XPOHOJIOTHYECKOM MOPSAIKE 110 PEIIAEMbIM
BOIIPOCAaM) MJIM B Hayaje Jejia MOMELAETCs WHUIMATUBHBIA JOKYMEHT, 3aT€M —
JOKYMEHT C OKOHYATEJIbHBIM PEIIEHUEM BOIPOCA, J1ajiee — JOKYMEHTBI, OCBEUIAIOIINE
XOJI PELIECHHs BOIIpOCa.

136. Bce 1OKyMEHTBI OTYETHOTO U MH(OPMAIMOHHOTO XapaKTepa Mo UCIIOTHEHUIO
AKTOB M MOPYYEHUI BBILIECTOSALIMX OpPraHU3aliil, B KOTOPbIX OpraHU3alus sBIISUIACH
OCHOBHBIM HCIIOJIHUTENEM, (OPMUPYIOTCA B OTIEIbHBIE Jeja MO HalpaBICHUSM
NEeSATENbHOCTH OpraHU3alK. B oCTalbHBIX CiIy4asx 3TH JTOKYMEHTHI TOAINBAIOTCS B
JIEJI0 IEPETMCKU 33 TEKYIUN TO.

137. PacniopsaauTenbHble NJOKYMEHTHI TPYNIUPYIOTCS B Jie€ja MO BUAAM U
XPOHOJIOTUM C OTHOCSAIIMMMCS K HUM IpUIOXKEHUAMH. MHCTpyKuIMM, IpaBuia,
NOJIOKEHUS!, YCTABBI, YTBEPKICHHbIE PACTIOPAIUTEIbHBIMU JTOKYMEHTAMM, SIBISIOTCS
IPWIOKEHUSMH K HUM U TPYNIUPYIOTCS BMECTE C YKa3aHHBIMHU JTOKyMeHTaMu. Ecin
K€ OHM YTBEPXICHBI B KAYECTBE CAMOCTOSITENIbHOIO IOKYMEHTA, TO UX IPYNIUPYIOT B
OTJIIEJIbHBIE JIENa.

138. Ilpuka3sbl (pacnopspKeHHs) IO OCHOBHOHM AESATEIbHOCTH, NMPHUKa3bl (
pacmnopspkeHus) 1O  JIMYHOMY COCTaBy, aJMHUHUCTPATHBHO-XO3SHCTBEHHOU
JesITeNIbHOCTU (DOPMUPYIOTCS B OT/AETIbHBIE A€Ta.

139. IIpoTokoJibl B J€N€ PACIOJATAOTCS B XPOHOJOTHMYECKOM MOPSAAKE IO
HOMEpPAaM BMECTE C JOKYMEHTAMH K HUM.

140. Ilepenmcka rpynnupyercs, 3a AEIONPOU3BOACTBEHHBIM TOA H
CUCTEMATH3UPYETCS B XPOHOJIOIMYECKONW NOCIEIO0BATEIBHOCTH, IPH 3TOM
JOKYMEHT-OTBET IOMeEIIAaeTcsl 3a JIOKyMeHTOM-3ampocoM. [lpu Bo300HOBIEHUH
NEpPENUCKH IO OINpPEIEIEHHOMY BOIIPOCY, HayaBIIEWCS B MPEIbIAYIIEM TOAY,
JOKYMEHTBI BKJIIOYAKOTCS B JEJO TEKYIIETo ToJa ¢ yKa3aHWEM HMHJIEKca Jena
IpeabLAYLIEro roja.

141. JIoKkyMEHTBI B JINUHBIX JI€1aX PacloJlaratoTCs B XpOHOJIOTMYECKOM MOPSIKE B
COOTBETCTBHUHM C UX MOCTYILJICHUEM.

142. JluueBbie cyeTa 1Mo 3apaboTHOM 1aTe GOPMHUPYIOTCS B OTJEIbHBIC /e U
pacnoJiaraloTcs B HUX B aj(aBUTHOM NOpAJIKE paMuiInii paOOTHUKOB.

143. TpynoBbie JOrOBOPHI (POPMUPYIOTCA B COCTABE JIUMYHBIX JI€] WIH OTACIBHO B
andaBUTHOM TopsiKe haMIIHi paOOTHUKOB.

144. Crnucku (pU3NYECKUX JIUIl U JOKYMEHTHI, MOATBEPKAAIOIINE IEPEUNCICHHE
00s13aTeNIbHBIX EHCHOHHBIX B3HOCOB, 00s53aTeNbHBIX MPO(EeCcCCHOHAIbHBIX



NEHCHOHHBIX B3HOCOB B €/IMHBII HAKOMUTEIbHBINA NEHCUOHHBIA (poHA POpMUPYIOTCS B
OJIHO JIETIO.

Crnucku (U3MYECKUX JIMI U JTOKYMEHTHI, MOJTBEpPKIAAIOLIUE NepeUHrClICeHUE
COLIMAJIBHBIX OTYUCIICHUI (POPMUPYIOTCS B OJIHO JIETIO.

Crucku (U3UYECKUX JIMI U TOKYMEHTHI, TOJITBEPKIAAIONIUE MEePEUHCICHNE
B3HOCOB TI0 0053aTE€IbHOMY COLMATBHOMY MEIUIIMHCKOMY CTPaXOBaHUIO
bopMUpPYIOTCS B OJTHO AEJIO.

145. I1nanbl, OTYETHI, CMETHI, JJUMHUTHI U IITaTHBIE PACIUCAHUS POPMUPYIOTCS B
COOTBETCTBYIOILIME Jie]a TOr0 Tojia, Ha KOTOPBIM WIIM 32 KOTOPBIM OHU COCTaBIICHBI,
HE3aBHCUMO OT JaThl UX COCTABJIEHUS, YTBEPKIACHUS WIH ITOCTYIUICHHUS.

146. O6pamenus GU3NUECKUX U IOPUAMYECKHUX JIUI] (OPMUPYIOTCS B Jiejia 1O
BOIIpOCAaM,  HAaNpaBJCHUSIM  JESITEAbHOCTH  OpPraHuM3alMud  WId 10
aIMUHUCTPATUBHO-TEPPUTOPUATLHBIM equHuIaM. [Ipy He3HAYMTEeNbHBIX 00bemMax
oOpaiiennit qonyckaercs: popMupoBaHue Jen 1no GpamMuausM aBTOPOB 0OpalieHui B
an(aBUTHOM TMOPSIKE.

147. DneKTpoHHbIE JOKYMEHTHI U 0a3bl TaHHBIX (DOPMUPYIOTCS B Jena (Manku) B
COOTBETCTBHHM C HOMEHKJIATYPOM JEJ OpraHu3aluu, OTAEIBHO OT JOKYMEHTOB Ha
OYMa)KHBIX HOCHUTEJISIX, Ha BBIJCJIEHHOM HOCHTeNle HHPOPMALIMKU. DIEKTPOHHBIE Oa3bl
JaHHBIX (OPMUPYIOTCS B OTACNIbHBIC J€jla, HAMMEHOBAHHUE Jea COOTBETCTBYET
HAaUMEHOBaHUIO 0a3bl JaHHBIX.

IMTaparpa¢ 10. ITopsmox odpopmnenns aen

148. lena opranuzainuu nojjexar oGOpMIECHHUIO MPU UX 3aBEJACHUU U IO
3aBEPILIECHUH ro/1a ISl MOATOTOBKH Jieia K XxpaHeHuto. OdopmiieHue aena BKIYaeT B
ce0si KOMIUIEKC paboT MO ONMMCAaHMIO Jiefla Ha OOJIOKKE, OpOIIIOpOBKE, HyMEpaluu
JUCTOB M COCTABJICHHIO 3aBepHUTeNbHOW Haamucu. OdopmieHue aen mpoBOAMTCS
OTBETCTBEHHBIM JIMIIOM 32 BEJICHHUE AEJIONPOU3BOACTBA CTPYKTYPHOTO MOIpa3IeICHuUs,
IpU METOAMYECKON MTOMOIIM U 1101 KOHTpoJeM ciyx0b1 JIOY.

149. B 3aBUCUMOCTH OT CPOKOB XpPaHEHUS MPOBOJUTCS MOJHOE WIIM YaCTUYHOE
opopmienue aein. [lonHoMy odopMiieHHIO MOIEKAT JIeda TOCTOSHHOTO, BPEMEHHOTO
(cBerme 10 met) XxpaHeHus W 1O JUYHOMY cocTaBy. [lomHoe odopmiienue nena
npeaycMarpuBaeT opopMiIeHHE PEKBU3UTOB OOJIOKKU Jeia, HyMEpaluiOo JIMCTOB B
JieJie, COCTABJICHUE JIMCTAa-3aBEPUTENIS JieJa 10 (pOpMeE COIIACHO MPUIIOKEHUIO 23 K
HACTOSAIIMM THUIIOBBIM IpaBUjlaM, COCTaBJIECHNWE BHYTPEHHEW OMUCHU IOKYMEHTOB JieJia
o opMe COriacHO MPUIIOKEHUIO0 24 K HACTOSIIIUM THUMOBBIM MpaBujiaM, MOAIIUBKY
WIH TIEpeIUIeT JieJia, BHECEHUE HEOOXOIMMBIX YTOUHEHUN B PEKBU3UTHI OOJIOKKH Jena.

150. Ha 065105kKe jies1a MOCTOSSHHOTO, BpeMEHHOT0 (CBBIIIe 10 J1eT) XpaHeHHs U 110
JUYHOMY COCTaBY YKa3bIBAIOTCS CJIEIYIOIINE PEKBU3UTHI:



1) HauMeHOBaHUE OpraHU3AINK, HAUMEHOBAHKUE CTPYKTYPHOTO MOAPa3ICTICHUS;

2) HaMMEHOBAaHKE HACEJICHHOTO MTyHKTa, B KOTOPOM JMCIONUPOBAHA OpraHU3aIlus,
HOMeEp (MHJCKC) JieNa;

3) 3arosoBOK jena, nara jaena (ToMa, 9acTv), KOJIWYECTBO JTUCTOB B JIEJe, CPOK
XpaHeHUs Jien1a;

4) apxuBHBIN mUdp nena.

151. PexBu3uTHI, IpOCTaBIIIeMble HA 00JIOKKE Jea, OPOPMIISIOTCS CIEAYIOIINUM
obpazom:

1) HamMeHOBaHWE OpraHHU3alMM B COOTBETCTBUH C YUPEAUTEIHCKUMU
JIOKYMEHTaMH YKa3bIBA€TCS MOJHOCTHIO, B MMEHUTEIHLHOM TNajeXke, ¢ yKa3aHUEeM
oQUIIMANTPHO TPHUHATOTO COKPAIICHHOTO HAaWMEHOBAaHMS, KOTOPOE YKa3hbIBaeTCS B
CKOOKax Mocyie TOJTHOTO HAaUMEHOBAHUS;

2) HaMMEHOBAaHUE CTPYKTYPHOTO MOJApa3[eieHUs - 3alUChIBACTCS Ha3BaAHUE
CTPYKTYpPHOTO TOAPAa3/IEICHHsI B COOTBETCTBUU C YTBEPKACHHON CTPYKTYpOH, HOMED
Jiena - mpocTasisieTcs udpoBoe 0603HaUeHHE (MHEKC) Aejia IO HOMEHKIIAType Jel
OpraHM3aIlvy;

3) 3aroyioBOK Jiefia - MepeHOCUTCS U3 HOMEHKIIATY Bl JeJ, aTa Jielia - YKa3bIBaeTCs
rof (1) 3aBeJICHUS U OKOHYAHUS Jieia B IEJIOMPOU3BOACTBE. JlaToil e, coaepxaimmx
PACTIOPSIANTENBHYIO IOKYMEHTAIIMIO, a TAaKXKe ISl JIeJ, COCTOSAIIUX U3 HECKOJIBKHUX
TOMOB (4YacTeil), SBJIAIOTCS KpaliHHE JaThl JOKYMEHTOB JieJla, COOTBETCTBEHHO jaarta (
YHCII0, MECSIII, TO/) PErUCTPaIiK (COCTaBICHHSI) CAMOIO PAaHHETO U CaMOT0 MO3HETO
JIOKYMEHTOB, BKJIFOUEHHBIX B J1e)10. [laToil mpuiioskeHus K ey, cGopMUPOBAHHOMY B
OTJENBbHBIN TOM, SBIIAETCS JaTa PErUCTPAIlMU OCHOBHOTO JOKYMEHTA, MPUIOKECHHUE K
KOTOPOMY MOMEUIEHO B 3TOT ToM. [Ipu 3TOM umncio u rog o603Havar0TCa apabCKUMU
g paMu, Ha3BaHUE MeCSIa MUIIETCS TOJTHOCTHIO CIIOBAMHU.

152. B nensix obecrieueHrs COXpaHHOCTH U 3aKPEIUICHUS TOPSIIKA PACTIONOKECHHUS
JOKYMEHTOB, BKJIIOYEHHBIX B JEJNO, BCE €r0 JUCThI, B TOM YHCJE PE30JIIOIHH,
COCTaBJICHHBIC HA OT/ACIBHOM JUCTE ((PUIIKH), KPOME JINCTA 3aBEPUTEIIS U BHYTPEHHEH
OMUCH, HyMepyIoTcsA. JIMCTBI HYMEpYyITCS YEpHBIM, MATKUM, TI'padUTOBBIM
KapaHaanioM, ¢ pel IPOCTABIAIOTCS B IPABOM BEPXHEM YTy JIHCTA.

153. Iopsimok HyMepaluu JUCTOB Jiefa:

1) nuct Gonee popmarta A4, NOAIMIUTHIN 32 OJIUH Kpal, HyMEpPYeTCs KaK OJUH JIUCT
B IIPAaBOM BEPXHEM YTIIy;

2) MOKYMEHTHI C COOCTBEHHON HyMepaluel JIMCTOB, B TOM YHCIIE TeYaTHBIS
U3JIaHWs, MOTYT HYMEpPOBaThCsS B OOIIEM TOPSAKE WIM COXPaHSATh COOCTBEHHYIO
HYMEpalIHIo, €CJIM OHA COOTBETCTBYET MOPSIKY PACIIONI0KEHUS JTUCTOB B JIETIE;

3) MHUCTHI €T, COCTOSIIIMX U3 HECKOJIBKUX TOMOB WJIHM YacTed, HyMEpYIOTCS IO
Ka)KJJOMY TOMY WJIM YaCTU OT/AEIBHO;



4) ¢otorpadum, yepTexu, AHarpaMMmbl U JAPYTUE WIIIOCTPATHUBHBIE U
cneun@uyeckre JAOKYMEHTBI, MPEACTABISAIONIME CAMOCTOSATENbHBIA JIUCT B JEJeE,
HYMEpPYIOTCsI Ha 000POTHOM CTOPOHE B JIEBOM BEPXHEM YTIIY;

5) moAIUTHIE B JIEJI0 KOHBEPTHI C BIOXKEHUSIMU HYMEPYIOTCS — CHayana KOHBEPT, a
3aTeM OYepPEeTHBIM HOMEPOM KaXJ0€ BIIO)KEHHE B KOHBEPTE;

6) TpUIIOXKEHUS K ey, MOCTYNHUBIIHUE B meperiere, ohopMISIOTCS Kak
CaMOCTOATENbHBIN TOM U HyMEPYIOTCS OTAENBHO;

7) B ciyyasix oOHapy>KeHHs1 OOJIBIIIOTO Yucia OMUO0K B HyMEpaIuu JUCTOB Jelia
OpOBOAUTCSA MX mNepeHyMepauus. [lpu mepeHymepauuu JUCTOB CTapble HOMEpa
3a4EpPKHUBAIOTCS U PSIIOM CTaBUTCS HOBBIM HOMEp JIMCTA, B KOHLE JI€Ja COCTaBIIAETCS
HOBBIM JIUCT — 3aBEPUTEIIb, IIPU 3TOM CTapbIi JUCT — 3aBEPUTEIb 3aU€PKUBAETCS, HO
COXpaHseTCs B JIEIIE;

8) mpu HAIMYMU OTIENbHBIX OMMOOK B HyMepalMu JIMCTOB AOMYCKaeTCs
yHOTpeOJICHHE TUTEPHBIX HOMEPOB JINCTOB.

154. Ilocne 3aBepuieHHs] HyMEpAlHUHW JUCTOB COCTABIAETCA 3aBEPUTEIbHAS
HAJUCh, KOTOpPAasl MOJINUCHIBAETCS €€ COCTABUTEIEM C YKa3aHUEM paclIuppOBKU
HOJIHCH, JOJDKHOCTH U JaThl COCTaBJICHUS.

Bce nocnenyronme u3MeHEHUs: O COCTaBE U COCTOSHUM Jena (MOBPEXKICHUS,
U3BSATHE JIOKYMEHTOB) OTMEUYAIOTCS B JMUCTE — 3aBEPUTEIE CO CCHUIKOW Ha
COOTBETCTBYIOILIMI aKT.

KonuyecTBo IUCTOB B Ji€lie TPOCTABIISIETCS HA OOJIOKKE Jieda B COOTBETCTBHHU C
UTOTOBOW HAJIMKCHIO.

155. PexBu3uT "cpok XpaHeHud jAena" MEPEHOCUTCS Ha OOJOXKKY Jiejla U3
COOTBETCTBYIOIIEH HOMEHKJATYpPBI JEJ IOCIE CBEPKH €ro CO CPOKOM XpaHEHHs,
yKa3aHHBIMU B MEPEYHSIX TOKYMEHTOB, C YKa3aHUEM CPOKOB XpaHEHHUSI.

156. Ha nenax mocTossHHOrO XpaHeHHs muieTcs — " XpaHUTh MOCTOSTHHO'.

157. Apxunblii mudp aena (COCTOUT U3 HOMepa (HoHIa, HOMEpa OIUCU U HOMEpa
JieNa 1Mo OMMCH) Ha O0JIOKKAX JEN IMOCTOSSHHOTO XPAaHEHUs MPOCTABIIAETCS B apXUBE
TOJIBKO ITOCJIE BKJIFOYEHUS 3TUX JIE€] B Pa3/ielibl CBOJHBIX ONMHUCEH, yTBEpkAeHHBIX DIIK
(1o 3TOrO OH MPOCTABISAETCS KapaHIAIIOM).

158. Ilo okoHYaHMHM Toja B HAJMNKUCU HA OOJOXKKaX el MOCTOSHHOTO U
BpeMeHHOTOo (cBbIle 10 1eT) XpaHeHUs] BHOCITCS YTOYHEHUSI — TP HECOOTBETCTBUU
3aroJIoBKa JeJl Ha 00JIOKKE COAEPKAHUIO MOJIIMTHIX JOKYMEHTOB B 3aroJjOBOK J€na
BHOCSITCSI UBMEHEHUS U IONIOJIHEHUS.

159. Jlns ydeta JOKYMEHTOB OINPEACICHHBIX KATErOpPUW MOCTOSHHOIO M
BpEMEHHOI0 CpOKOB (cBhimie 10 5eT) XpaHeHHs, Y4eT KOTOPBIX BbI3BIBAETCS
cnenuuKoil JaHHON NOKyMeHTauuu (0co0O0 LIEHHbIE, JIMYHBIE Jeia, MPHUKa3bl,
IIPOTOKOJIBI ¥ APYTUE), COCTABISAETCA BHYTPEHHSSI ONTUCh JOKYMEHTOB.



BHyTpeHH:s OnUCh JOKYMEHTOB JI€la COCTABIISETCA TaK)Ke Ha JIea MOCTOSSHHOTO U
BpeMeHHOro (cBbimie 10 7er) XpaHeHHs, €ciu OHU CPOPMUPOBAHBI IO
Pa3HOBUAHOCTSIM JOKYMEHTOB, 3arojOBKH KOTOPBIX HE PAaCKpPBIBAIOT KOHKPETHOE
coJiep KaHue IOKYMEHTOB.

160. JlTokyMeHTBI, COCTABISAIOIIME AEI0, TOAUIMBAIOTCS HE MEHEE, YEM HA YETHIPE
IPOKOJIAa B TBEPAYIO OOJI0KKY M3 KAPTOHA MJIM MEPEIUIETAIOTCS C Y4ETOM BO3MOKHOTO
CBOOOJHOTO YTEHHUS TEKCTa BCeX NOKyMEHTOB. llepBblii M moOCIeaHUN TPOKONI
IPOU3BOJSATCA HA PACCTOSTHUU OJHOTO CAHTUMETpa OT BEpXHEW (HMYKHEH) I'paHULlbI
aucta. [Ipyu moAroToBKe A€ K MOAIIMBKE (MEPEIUIETY) METaNINYeCKUe CKPETUIeHHs (
OyJnaBKH, CKPETIKH U JPYTrHe) U3 JOKYMEHTOB YAAJSIOTCS.

161. lena Bpemennoro (10 10 jeT BKJIIOYUTEIBHO) XpaHEHUs JOMYyCKaeTCs
XPAaHUTh B CKOPOCIIMBATENSIX, HE MPOBOJUTH MEPECUCTEMATU3ALNIO JTOKYMEHTOB B
JieJIe, JTUCTBI JIEJIa HE HyMEPOBAaTh, 3aBEPUTEIIbHBIC HAAIMCH HE COCTABIIATb.

IMTaparpa¢ 11. ITopsmox omepaTHBHOrO XpaHEeHHUS JOKYMEHTOB

162. Tlocne 3aBepuieHus B AENONPOU3BOACTBE JOKYMEHTHI JO NEPEIayu B ApXUB
OpraHu3alliy B TEUEHHUE OJIHOTO rojia XpaHsTCs B Jieiax 1Mo MecTy ux (hOpMUPOBAHUSI.

163. Cnyx6a JJOY, pykoBoAUTENN CTPYKTYPHBIX MOAPA3IACICHUN OpraHU3aluu
o0ecrieunBalOT COXPAHHOCTh JIOKYMEHTOB U jiei. Jlena xpaHsaTcs B mkadax u ceiidax B
pabounx KaOMHETaX WU CHEIUAIBHO OTBEACHHBIX JIJII TOW 1€ TOMEIICHUSIX.

164. Jlena pacnonararoTcsi B COOTBETCTBUM C YTBEPKIACHHOW HOMEHKIIATYPOU eI
OpraHu3alliy, Ha KOPEIIKaX 00JI0KEK YKa3bIBAIOTCS UX HHJICKCHI.

165. Belgaua aen BO BpEMEHHOE IOJIb30BAaHUE OPTaHU3AIUsAM MPOU3BOJUTCS HA
OCHOBaHUM NHUCHbMEHHOTO OOpallleHUs M TOJBKO C pa3peuieHUs PyKOBOAUTEIS
opranu3anvu. Beiaua en Ipyrum noApa3aeieHUsIM OPraHU3aluu MPOU3BOIUTCA C
paspelieHus pyKOBOJUTEIISI CTPYKTYPHOTO MOJpa3/iesieHHs, a BHYTPU CTPYKTYPHOTO
NOAPA3AEICHUS - IO/l PACIIHCKY.

Ha BbImanHO€E 1€J10 3aBOAUTCS KapTa-3aMECTUTENb Jiea. B HeW yKa3bIBarOTCA
CTPYKTYpHOE MOJipa3esieHue, UHAEKC Jea, JaTta €ro BblJayu, KOMY JI€J0 BbIJIaHO,
JaTa ero BO3BpallleHUs, MpeaycMaTpuBatOTCs rpadbl s pacUCOK B MOJYYCHUU U
npueme Jiena.

166. M3bsaTHE NOKYMEHTOB W3 J€J NPOU3BOAUTCA B COOTBETCTBUM C
3akoHoJaTenbcTBOM PecnyOnuku Kazaxcran, mpu 3TOM B J€J0 BKJIAABIBAIOT KOMUU
U3BATHIX IOKYMEHTOB M aKT (TIPOTOKOII) 00 U3BSITHH MMOJTMHHUKOB.

167. B cinyuae yTpaThl JOKYMEHTOB U €I IPOBOJUTCA CITyKeOHOE paccieoOBaHue,
10 pe3yJibTaTaM KOTOPOT0, CTABUTCS BOMPOC 00 OTBETCTBEHHOCTH BUHOBHOTO JIUIIA B
uX yTpare.



IMTaparpa¢ 12. Ilopsmok nepenadu A€l B apXHB OpPraHH3aNuH

168. Ilepenaua nenm w3 CTPYKTYPHBIX MOJAPA3ACIEHUN B apXHWB OpPraHU3allMU
OCYIIECTBJISIETCSI MO OMHCSAM JI€JI, COCTABISAEMBIM IO PE3yJbTaTaM SKCIEPTHU3bI
HEHHOCTH JIOKYMEHTOB W [€JI, 3aBEPIICHHBIX B JAEJONPOU3BOACTBE. [[OKyMEHTHI
BpeMeHHOro (A0 10 JeT BKIIOYUTENbHO) XpAHEHUS MIEPEIalOTCs B apXUB OpraHU3aluu
10 HOMEHKJIaType Je.

169. Onucu nen cocTaBisilOTCS OTIAEIBbHO Ha Jejia MOCTOSSHHOTO, BPEMEHHOTO (
cBblie 10 neT) XxpaHeHus: U 110 TMYHOMY COCTaBYy 10 (hOpME COTJIACHO MPUITOKEHHIO 25
K HacTOSMM THIOBBIM ITpaBUiIaM.

170. I'padst onucu Aesn 3amogHsI0TCS B TOYHOM COOTBETCTBUU C TEMU CBEIACHUSIMU,
KOTOpbIE BBIHECEHBI Ha OOJOXKKH Aed. [lpu BHeceHuM B omuch NOApsA Aed C
OJIMHAKOBBIMH 3arojJOBKaMy IHUIIETCA IOJIHOCTBIO 3arojOBOK IIEPBOrO JI€Na, BCE
OCTaJIbHbIE OJIHOPOJIHbIE JleJla 0003HAYaIOTCsl CIOBOM "TO Ke", IpU ATOM Apyrue
CBEJICHHSI O HUX BHOCSTCS B OIKCh MOJHOCTHIO. Ha HOBOM JMCTE OMMCHU 3aroiaoBOK
OJIHOPOJHBIX JI€J1 BOCIIPOU3BOAUTCS MOTHOCTHIO.

171. Kaxnoe neno (Tom, 4acTh Jiejia) BHOCUTCS B OMHUCH IMOJI CAaMOCTOSATEIbLHBIM
NOPSIAKOBBIM HOMEPOM.

172. I'pada onucu "lIpumeyanue" ucnosib3yeTcs A TPOCTAHOBKU OTMETOK 00
0COOEHHOCTSIX (PU3MYECKOTO COCTOSHHUS Jena, O Iepeaadye Jela JApyromy
CTPYKTYPHOMY MOJpa3IeIECHUIO (IPYyTroi OpraHu3aIiim).

173. Onuch aen cocTaBIsSIETCS B IBYX AK3EMILIAPAx, OJMH U3 KOTOPBIX MEPEIaeTCs
BMECTE C JelaMU B apXuB OpraHu3aldh, a BTOPOH — OCTAaeTCd B KadyecTBE
KOHTPOJILHOTO B CTPYKTYPHOM IMOAPA3ACIICHUN.

174. TlpaBunbHOCTh (HOPMUPOBAHUS U MOJATOTOBKU JEN K Iepe/laye B apXuB
opraHuzainuu nposepsercs ciayx0oi JOY. UmMeroniuecs HapyleHUus yCTPAHSIOTCS
CTPYKTYPHBIM MOJIpa3/I€IECHUEM OpraHU3alUu.

175. Ilpuem kaxxaoro aesia NpOU3BOJUTCS PAOOTHUKOM, OTBETCTBEHHBIM 32 apXUB
OpraHM3aliy B MPUCYTCTBUU PaOOTHUKA CTPYKTYpHOTO noapasaeneHus. [lpu sTom Ha
000uX 3K3eMIUIsIpax OMUCU MPOTHUB KAXIOro Jiejia, BKIIOYEHHOTO B HEe, JIeNaeTrcs
OTMETKa O HAJIMYMM Jejla. B KOHIlE KaXXJO0ro SK3EeMIUIsIpa OMMCH YKa3bIBAHOTCS
nuppamMud U TOPOMHUCHI0 KOJMYECTBO (AKTUUECKHM NPUHATHIX JeJ, Jara
npueMa-nepeaadyu e, a TakKe MOANUCH pabOTHUKA, OTBETCTBEHHOI'O 33 apXHB U
Juua, NepeaaBIIero Jena.

176. BmecTe ¢ nemaMu B apXHB MEPENAIOTCS PETUCTPALIMOHHBIE KAPTOTEKH Ha
JOKYMEHThl U (WJIM) TMporpaMMHBIE cpelcTBa M 0a3bl JAaHHBIX, COJEpKaIINe
UH(OPMAIUIO O PETUCTPALIMH U UCIIOJHEHUH NEPEAABAEMBIX IOKYMEHTOB. 3arojoBOK
KaKJI0M KapTOTEKH UM 0a3bl TAHHBIX BKIIOYACTCS B OIMHCH.



177. B cny4yae NMKBUIAIUMU CTPYKTYpPHOTO ToApasaeneHus, (puiauana (
PEICTaBUTENBCTBA), OTBETCTBEHHOE JHUIO 3a BEJIEHUE AEIIONPOU3BOJCTBA JAHHOTO
CTPYKTYpPHOTO MOJpa3aeiaeHus, punuana (IpeacTaBUTEeNIbCTBA), B IEPUOJI TPOBEICHUS
JUKBUAAIMOHHBIX MEpONpUsITUN (HOPMUPYET BCe MMEIOLIMECS JTOKYMEHTHI B Jena,
opopMIIsieT Aena W MepefaeT MX B apXWB OpraHU3alid HE3aBUCUMO OT CPOKOB
XPaHEHHS.

178. B cityyae nTMKBUIALMNA OPTAHU3ALMH B IEPUOJ TPOBEAEHNUS JINKBUIALIMOHHBIX
MEpPOIPUATUNA JTOKYMEHTHI 1O JIMYHOMY COCTaBy O(QOPMISIOTCS U MEpPEeNaloTcs B
COOTBETCTBYIOIMN I'OCYJaPCTBEHHBIN apXUB.

Ilepenaya nes OCyIIECTBISAETCS MO OIUCAM €]l U HOMEHKJIAType Jedl.

[Tpunoxenue 1
K TUMOBBIM IpaBUIaM JOKYMEHTHPOBAHUS
U YIpaBIeHUs JOKyMEHTaluel B
TOCYAApCTBEHHBIX U HETOCYIapCTBEHHBIX
OpTaHM3ALIIX

CxeMa pacnoNoXKeH! pEKBU3UTOB JOKYMEHTA
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IIpumedanne:

1 - m3o06pakenue I'ocynapctBernHoro I'epba PecriyOnmku Kazaxcran uinm aMOIeMBI
, JIOrOTUIa, TOBAPHOTO 3HaKa (3HAK 00CITy>KHBaHU)

2 - opurmaIbHOC HANMEHOBAHKME OPTaHU3AIUU

3 - cupaBOYHBIE TaHHbIE 00 OpraHU3ALNH

4 - HaMMEHOBaHUE BHUJIa JOKYMEHTA

5 - naTa JOKyMEHTa

6 - perucTpalMoOHHbI HOMEp (MHAEKC) JOKYMEHTa

7 - CChUIKA Ha PETUCTPAIMOHHBIN HOMED (MHJIEKC) U JaTy BXOJSIIEro TOKyMEHTa

8 - MECTO COCTaBJICHUS W U3IaHUSI TOKYMEHTA

9 - rpud orpanuyeHuUs JOCTyMNA K JOKyMEHTY

10 - anpecar

11 - rpud yTBEpKaEHUS JOKyMEHTA

12 - pezonmtonus

13 - 3arosoBOK K TEKCTY TOKYMEHTA



14 - oTMeTKa O KOHTpOJIE
15 - TekcT TOKyMeHTa

16 - oTMETKA O HATMYUU IPUIIOKEHUS K TOKYMEHTY

17 - moanuce

18 - oTmMeTKA O COTJIaCOBAHUM JOKYMEHTA

19 - oTTHCK TIeUaTu

20 - oT™MeTKa O 3aBEPEHNH KOIUU JOKYMEHTa

21 - oTMeTKa 00 UCIIOJTHUTENIE JOKYMEHTa

22 - oTMeTKa 00 UCIOTHEHUU JOKYMEHTA U HallPaBJICHUHU €ro B JCJIO0

23 - uaeHTUPUKATOP PICKTPOHHON KOIIUU JJOKyMEHTA
24 - oTMETKa O MOCTYIUIEHUN JOKYMEHTA B OpPraHU3alHUIo

dopma

birank opraEm3anya

I'ocymapcTBeHHBIHT Iep6

[Ipunoxenue 2
K TUMOBBIM IpaBUIaM JOKYMEHTHPOBAHUS
U YIpaBIeHUS JOKyMEHTaIen
B TOCYIapCTBEHHBIX M HETOCYIAPCTBECHHBIX

nin 3M6HeMa, JIOTOTHII, TOBapHLIﬁ 3HaK (3HaK OGCJ’Iy)KI/IBaHI/IH) OpraHu3anuunu

OdununansHoE HaMMEHOBaHHE
(Ha Ka3aXCKOM SI3BIKE)

IOPUIUYECKUN aapec
(Ha Ka3aXxCKOM SI3BIKE)

(mata) (MHIEKC)

(ccputka Ha HOMEp | ATy BXOJSIIETrO JTOKyMEHTA)

3aroioBoOK K TCKCTY IMMUCbMa

dopmar Ad (210X297)

dopma

OpraHU3aLIX
PecnyOnuku Kazaxctan
OcdununansHOE HanMEHOBaHHUE

OpraHH3aluH
OpraHu3amnuu

(Ha pyCCKOM HJIM HHOM SI3BIKE)

OpraHHM3alUM IOPHIUYECKUHA  aapec  OpraHU3alUH
(Ha PyCCKOM HITH HHOM SI3BIKE)

Anpecar

[Ipunoxenue 3
K TUIOBBIM IpaBHUIaM TOKYMEHTHPOBaHHS
U yIpaBIICHUS JOKyMEHTaluen
B TOCYJJapCTBEHHBIX M HETOCYAApPCTBEHHBIX
OpraHu3aIisIxX

BiaHK KOHKPETHOrO BHAA JOKYMEHTA OpraHU3aii

T'ocymapcTBeHHBI Iep6

Pecny6nuku Kazaxcran

nnn 3M0IeMa, JIOTOTHI, TOBAPHBIH 3HAK (3HAK OOCITY>KUBAHHS) OPraHU3aIHN

Ilomnoe HaAanMCHOBAHHC Oopranusanuun
(COFJ'IaCHO €ro YUYpECAUTCIBHOTO



HaumeHnoBaHue
(Ha Ka3aXCKOM SI3BIKE)

HaumenoBaHue BHUIa
HIOKYMEHTa

(Ha Ka3aXCKOM SI3BIKE)

(mara)

dopmat A4 (210X297)

dopma
biaHk opraEn3anmn

locymapcTBeHHBIH I'ep0

opraHusanuu )IOKyMeHTa)

(Ha pyCCKOM HITH HHOM SI3BIKE)

HammenoBanue Buaa

(Ha PyCCKOM HMITH HHOM SI3BIKE)

JOKYMCHTA

Ne

[punoxenne 4
K TunoBbIM npaBuIaM 1OKyMEHTHPOBAHUS
U YNPaBIEHUS 1OKyMEHTALUEH
B TOCYIapCTBEHHBIX M HETOCYIaPCTBEHHBIX
OpTaHMU3AIIX

Pecnyb6nuku KazaxcTan

nnu 3M0IeMa, JIOTOTHII, TOBAPHBIH 3HAK (3HAK OOCITY>KUBAHHS) OpraHU3aIUN

HaumenoBaHue
(Ha Ka3aXCKOM SI3BIKE)

IOPUAUYECKUN
(Ha

aapec
Ka3aXCKOM
Ne

(cchinka Ha HOMED "
JOKYMEHTa)
3aroJoBOK K TEKCTy NMUCbMa

naty

®opmar A4 (210X297)

dopma

JIMCT COI'-TACOBAHUA

opranuszanuu ITonnoe HaAanMMCHOBAaHHC opraHu3alnuu

(Ha PyCCKOM HITH HHOM SI3BIKE)

OpraHu3aluu
SI3BIKE)
———————————— IOPUINYECKUN aapec OpraHu3aluu
(uageKC)
(Ha pYCCKOM HJIHM HWHOM  SI3BIKE)
Anpecat

BXOISIIETO

[Ipunoxenue 5
K TUMOBBIM IpaBUIaM JOKYMEHTHPOBAHUS
U YIpaBIEeHUS JOKyMEHTalen
B TOCYIapCTBEHHBIX M HETOCYIAPCTBEHHBIX
OpTaHM3ALISIX

HaumenoBanue BHJa IIPOCKTAa JOKYMCHTA, 3ar0OJIOBOK K TCKCTY

CormracoBamw
HauMeHnoBaHue

c yKazaHHEM
OpraHH3aOHHU

IonxHOCTH HamMeHOBaHHE
HaHMCHOBAaHHA C

CormacoBan
ITOJKHOCTH
yKa3zaHHEM Ha¥uMEHOBaHHA

OpraHn3anmuu



PacmudpoBka PacmudpoBka

(rmaHax TOAIACH) moamucH (JIMIHAS TOAIIACH) MO JITACH
Hara Jlara
®opmat A4 (210X297)

IIpunoxenue 6
K TUIOBEIM IpaBHIaM TIOKYMEHTHPOBAHHMS
W yIpaBIIeHUs TOKyMEHTaluen
B TOCYIapCTBEHHBIX M HETOCYIaPCTBEHHBIX

OpraHu3anusax
dopma
IMOIEMaA.
JTOTOTHII,
.. Ilonrnoe  HamMmeHOBaHUE
Haumenosanue Oopranmsanuu TDBEPHBIH 3HAKE Opranuvsanuu
(Ha Ka3axCKOM SI3BIKE) ('3H aK (Ha PyCCKOM WIJIM MHOM SI3BIKE)
obcnykuBa

HIIA)

EYHPEIK MPUKA3
(mara) N
M
B cBsi3u ¢
(ocHOBaHUE)
ITPUKA3BIBAIO:

1. BHecTu B AOJDKHOCTHBIC MHCTPYKIUH COTPYAHUKOB CIICAYIOIINUC N3MCHCHUS !
1)
2)
3)

2. KOHTpOJb 32 UCTIOJHEHUEM HACTOSIIETO MTPUKa3a BO3JIOKUTH Ha




HaunuwmMeunoBaHUeEe
JIOJGKHOCTH PYKOBOJUTENSA

MOAMHUCH Pacumdposka nognucu
OTMeTKa O COrIacOBaHUU:
dopmat A4 (210X297)
[Ipunoxenue 7
K TUIOBBIM TpaBHUIaM JTOKYMEHTHPOBAHHS
1 yIpaBIeHUS TOKYMEHTAIIHEH
B TOCYIAPCTBEHHBIX M HETOCYIAPCTBEHHBIX
OpraHMU3aIUsIX
dopma
HaumenoBaHue opranuszanuu [lomHoe HaMMEHOBaHHE OpraHu3aiuu
(Ha Ka3aXCKOM SI3BIKE) (Ha PyCCKOM HITH HHOM SI3BIKE)
XATTAMA ITPOTOKOJI

No
(mara)



r ' 1
| | JaceaHHA KOMHCCHH IIO...

— — Ilpencemartent — ¢aMHIHA, HM, 0TIECTEO (IIPH ero HaIHYHH ) K
Cexpetaph — GpaMHITHI, HM, OTYECTRO ([IPH ero HAIHYHH)
TIpHCYTCTBOBATH: (KOMTHIECTEO) YeI0EEK
(cmHCOK pHIAaraeTcA) >
BeomHan
JacTh
[IOBECTKA JHA
1. O pazpaGoTKe H IPHHIHNIAX ... S
Jloknan 3aBeyIOINEro ...
2 b
—\I‘
1. CIIVIITATTIT:
@. 1. oT4ecTBO (IIpH HAIHYHH }— TeKCT JOKTIana MpHIaraeTcA.
BBICTVYIIMIII:
@. I1. oT4ecTBO (IIpH HAJIH9HH)— KpaTKad 3allHCh BBICTYILIEHHI.
@©.J11.0. - >
OcHOBHaA
ITOCTAHOBHIJII: 9acThb
1. OgoGpHTE ...
2.
2. CITVIIIATIH: ~
BBICTYIIIIII:
ITOCTAHOBHIJII:
IIpencenarens IOIITHCh PacmadpoBka moamHCH
CekpeTapb IIOIITHCE PacmHdpoBka MOOIHCH
®dopmat A4 (210X297)
ITpunoxenune 8
K TummoBsiM npaBujiaM IOKYMEHTHUPOBAHUA
U yNpaBJeHUs TOKyMEHTaluen
B I'OCYJapCTBEHHBIX U HETOCYapCTBEHHBIX
OpraHu3anuax
dopma
locyaapcTBeHHBI I I'ep6 Pecnyonuku Kazaxctan
Wi dM01eMa, JIOTOTHIL, TOBAPHBIH 3HAaK (3HAK 0OCITy)KMBaHUsI) OpraHU3aluu
ITomHoOE HAaMMCHOBAHHUC OopraHu3anuu

HaumenoBaHUE opranusanuu

(HAa  pycckoMm WIM  WHOM  SI3BIKE)
(Ha Ka3aXCKOM SI3BIKE)

(mara)

r 3aroJIoBOK 1



OcHoBaHHWE: HOPMATHBHBIA MPAaBOBOW aKT WJIM HHOU JOKYMEHT,
MOCTY>KUBIIMHOCHOBAHUEM JIJISI COCTABJICHUS aKTa.
CocraBiieH KOMUCCHEN B COCTaBe:
IIpeacenarens KOMUCCUU

JIOJHKHOCTH, MHUIIMANBI, paMuius (TIpU ero HaJTuIuu)
Uitens! komuccuu: 1.

JOJKHOCTh, MHULIMAJIBL, (pamMuins (IIpU €ro HaJIUu4nun)

2.
JOJIKHOCTh, MHULIUAIIBL, pamMuius (MPU €ro HaTu4un)
3.
JOJIKHOCTb, MHULIUAIBL, PamMuius (MPU €ro HaJTu4un)
IIpucyrcTBOBaNM:

JOJDKHOCTh, MHUITUAJBI, pamMuius (IpU ero HaJIuduun)

TCKCT

CocraBiieH B 2-X DK3EMIUIAPAX:
1-i1 s3x3eMIusp: B gene Ne
2 sK3eMIuIsp: (aapecar)

Ilpencemarens KOMHCCHH noanuch  PacmmdpoBka noammcu
UiieHB! KOMHUCCHH noanuch  PacompoBka noammcu
®opmat A4 (210X297)

[punoxenne 9
K TunoBbIM npaBuIaM 1OKyMEHTHPOBAHUS
U YNPaBIEHUS TOKyMEHTALUEH
B TOCYIapCTBEHHBIX M HETOCYIaPCTBEHHBIX
OpTaHM3AIIX

ITpuMepHSBIii IEpeYeHb JOKYMEHTOB, HE TOYICKAIIX PETHCTPAIiH B
DOKyMEHTAIIMOHHO# CITyX0e OpraHu3aIiy

[Tucbma, HaTIpaBIEHHBIE B KOMUSX JIJIS CBEIACHUSI.
PexnamHble u3BeNIeHUs, MIPOCHIEKTHI, IJIAKaThl, IPOTPAMMbl COBEIIIAHUH.
[lepBUYHBIE TOKYMEHTBI OYXTaJITEPCKOTO y4yeTa (PErucTpUpPYIOTCS B OyXTraJlTepuun
OpraHU3allun).
YueOHble MMIIaHBI, MPOTPAMMBbl (PETUCTPUPYIOTCS B COOTBETCTBYIOIIEM
CTPYKTYPHOM MOJIpa3/ieICHUH OpraHu3aIum).



MecsuHble, KBapTajJbHblE W JAPYrUe€ OTYETHl (PETUCTPUPYIOTCS B
COOTBETCTBYIOIIEM CTPYKTYPHOM OJIpa3/IeI€HUN OPraHU3aluu).

@opMBbI CTATUCTUUECKONW OTUETHOCTU (PETUCTPUPYIOTCS B COOTBETCTBYIOIIEM

CTPYKTYPHOM TMOJPA3ACIICHUH OpPTraHu3alIim).

CooOmieHns 0 COBEIIAHUAX, 3aCCHAHMIX.

[To3apaBuTenbHbIE MUCHbMA, MO3APABUTEIIBHBIE TEIETPAMMBI, IPUTIIACUTEIbHBIE

OWJIETHI.

[leyaTHbie M3nanus (KHUTH, KYpPHAJIbI, Ta3€Thl, OIOJICTCHH).

TenerpamMmsbl ¥ MMCbMa O pa3pelIeHU KOMaHIUPOBOK.

TeneponorpamMmbl 0 MPOBEJCHUY 3aCEJaHUI, COBEIIIAHU, CEMUHAPOB U IPyTHUE.

JlokyMeHTBI ¢ ToMeTOM Ha KoHBepTe "JInuHo".

Hayunblie oTueTsl o TeMam (PEruCTPUPYIOTCS B COOTBETCTBYIOIIEM CTPYKTYPHOM
1oipa3/ieJICHUU OpraHu3alluu).

[IpericKypaHTBhl.

HopwMmsbl pacxona marepuanoB, 3asiBKM Ha KaHLEJISIPCKUE NMPUHAMICKHOCTH U
OPraHU3alMOHHYI0 TEXHUKY (PETUCTPUPYIOTCS B COOTBETCTBYIOIIEM CTPYKTYPHOM
NOAPA3AEICHUU OPTaHU3alIUHN ).

CBOIKH.

VYyeTHbIC JaHHBIC I1I0 KaJpaM.
IIpunoxenne 10
K THUIOBEIM IpaBHUIaM TOKYMEHTHPOBAHHS
Y yTIpaBICHUS JOKyMEHTAIUEeH
B TOCYJJApPCTBEHHBIX M HETOCYAapPCTBEHHBIX
OpraHu3aIisIxX

dopma

KapTouka perucrpanuy BXOAAIIUX JOKYMEHTOB



g Koppecnoanzsy By gomyueara

Tlata DOCTYIETESEE H BN JOKYMEHT2 TTaTa H RN JONVMEETA

15

103

kT3]
#
A

37000808 JUEYMERTE HIE EJATEDE COJEPIEIEHE

Pes0THITE £TH ROMY HANpAaTeR J0RVMERT Cpos BCDOTHEERR J0KYNERTA
e Parmecsa & MOTVIEHHE © VIR JaTH (Hraetsa 00 HCODTEEEHH J0RVMERTE H
el HANPABTEHIE & 3630
2o

—

(Ce 70 HEX 0 X0T¢ BOD0TRSEHR A0EYNERTA, DEPeEQ CPOKIE BITNISEENE,
) DOCTYIETSERE TPOMERT TOTHEN 0TELT08 [Jampoces) B 1.1

Koamponsae oTieTiH
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—

dog1 M Omice M e M

e 4

0

dopmar A5 (148x210)

IIpunoxenue 11
K TUMOBBIM IpaBUIaM JOKYMEHTHPOBAHUS
U YIpaBIeHUs JOKyMEHTaluen
B FOCYJApCTBEHHBIX M HETOCYAapCTBEHHBIX
OpTaHM3ALISIX

dopma

XypHain perucrpanyy BXOAAMMX JOKYMEHTOB

Koppecnonaent Pe3onronus
Bun noxymenra,
, HIH  KOMY
TOJIOBOK  HUJIH
Ne 3arolioso 1 Pacnucka B
KpaTK
No parkoe MOJTyYSHUH

colepxKaHue IIpumeuanue



II.11 )_'LaTa JaTa 1 UHIACKC BXOAAIICIO HamnpaBJICH HOOKyMeHTa, OQrtMmeTrka 00
2

MOCTYIUICHUS! BXOJSIIET0 JIOKyMEHTa JOKYMEHT Ha Jara UCIIOTHEHUH
JIOKyMEHTa HCIIOJTHEHNE JIOKyMEHTa
1 2 3 4 5 6 7 8

®opmat A3 (420X197)

XypHay peruCTpaIMi HCXOAAINX X BHYTPCHHUX JTOKYMEHTOB

3arojJoBOK HIH

Jlata 1  uUHAEKC OTMeTKa 00 MCIONHEHUT
NoNe KpaTKoe
HUCXOISAMEro ( Koppecnionnent JOKyMEHTa u IIpumeuanue
coJllepKaHue
BHYTPEHHET0) IOKYMEHTa HaIlpaBlCHNH B JEJI0
JIOKyMEHTa
1 2 3 4 5 6

®dopmat A3 (210X297)

[Tpunoxenune 12
K TUMOBBIM IpaBUIaM JOKYMEHTHPOBAHUS
U YIIpaBJIeHUs JOKyMEHTaIen
B FOCYJAapCTBEHHBIX M HErOCYAapCTBEHHBIX

OPTaHM3AIIIX
dopma

CBEJIEHUA

06 HCIIOJIHCHHHA NOKYMCHTOB, IIOJICKAIMAX KOHTPOIIIO

IO COCTOsAHHIO Ha

(amcio, MecsIr, rox)

No JJoxyMeHTHl  Ha P r—

No HaumenoBanus KOHTpOJIC

; CTPYKTYPHBIX OCTYIIUIIO B HaxoJsIIMecs C IPOJUICHHBIM
ToJpa3aeICHHi BCEro IpeIbIAYyIIeM  HMCIOIHECHHBIE H a CPOKOM IIPOCPOUYEHHBIE
MecsAne WCIIOJTHEHUH  MICTIOJTHEHHS

1 2 3 4 5 6 7 8
HanMeHoBaHuE DOIKHOCTH PYKOBOJUTEIIA PacmmprBKa
ciyxk0b1 JIOY NOJAMKUCH

MOIITUCH



®opmar A4 (210X297)
IIpumeyanue.

CBeneHust TOMOJHSIOTCSA rpadaMu MO BUAAM JOKYMEHTOB (IIPUKA3bl, PEIICHUS
KOJUIETUH U IPYTHE), UX PETUCTPAITMOHHBIMU HOMEpaMU, (DaMUITUSIMU UCTIOTHUTEIICH.

IIpunoxenue 13
K THUIOBEIM IpaBHUIaM TOKYMEHTHPOBAHHS
Y yTIpaBICHUS JOKyMEHTAIUEeH
B TOCYIapCTBEHHBIX M HETOCYJAPCTBEHHBIX
OpraHu3aIsIX

dopma

CBEIEHUA

00 ucnoxHEeHNy oOpameHni PU3NICCKUX U IOPHANIECKHX JIAL]
II0 COCTOSIHUIO Ha

(aumcio, MecsIr, roj)
Haxoaurtcs Ha MCIIOJIHEHUU W3 Hux
NeNe n/ HamMmeHOBaHMSI CTPYKTYPHBIX IIPOCPOYEHBI
- Toapa3 I eH i scero|TOCTY R Hnou 3a UCTIOJIHAIOTCS B epox
MIPEABIIYIIAI MECSIIT CpOK BCETO
HpOAJIeH

1 2 3 4 5 6 7
Bcero:

HaunmeHnoBaHue NOHKHOCTH PYKOBOAUTEIIS Pacmudporka

ciyx0b1 JIOY MOUCH

IIoAInncHu

dopmat A4 (210X297)



dopma

IIpunoxenue 14
K TUnoBEIM npaBHiIaM TOKYMEHTHPOBAHHUS U

YIpaBJIeHUS TOKyMEHTAalueN B
roCyJTapCTBEHHBIX
1 HETOCYIapCTBEHHBIX OPraHU3aIIIX

XypHai y4era U BBIJa9d II€YaTHO-0JITAHOTHOM IIPOXYKITMH, IOAJICKamIeH

3aIIuTe
[octynnenue Brimaua
Komy BBIZIAHO
Hata u
1 Jata u Homep HaummeHoBaHue K pus U I
aTa OJINYECTBO ata HoMe
COIPOBOUTEILHOTO MPEATPHUITHS - Mepa p Hanmenosanue Qamuin
IIOCTVYILJICHUA IK3CMILJISAPOB BbIJA4Y OJOKYMCHTA
Y JIOKYMEHTa HM3TOTOBUTEIS p 0JIaHKOB Y CTPYKTYpHOTO  MHHULHNAN
Ha BBIATY onpaszneneHusl MojIydar:
1 2 3 4 5 6 7 8 9
dopmat A4 (210X297)
[Ipunoxenue 15
K THIIOBBIM IipaBMIIaM TOKyMEHTHPOBAHUS 1
yIpaBJICHUS TOKYMEHTAIIUCH B
rOCyTapCTBEHHBIX
W HETOCYTApCTBCHHBIX OPTaHU3AIHIX
dopma

XypHai ydeTa u BEIa9H Ieqareii, IITaMIIoB ¢ H300pakeHneM
I'ocynapcrBerHOr0 I'ep6a Pecmybimku Kasaxcran U cnenuaibHO#M
IITEMIICIIEHOM KPacKu

Ne
Ne

II.II

HamMenoBanus u
OTTHCKH IIedaTedl u
HITAMIIOB c
H300pakeHUEM
I'ocynapcTBeHHOTO
I'epba PecryOnmxu
Kazaxcran

Komy BrI1aHO

HaumenoBanue IIpumeuanue,
CTPYKTYpPHOTO OTMETKH 00
noapasacjieHud, Aata YHUYTOXKEHUU
OCyIlIGCEBJ'ISIIOH-ICFO xpanenue Gamunus u Nlata wu EOSBpaTa rnevaTeu,
neyared, IWITAMIOB C  WHHUIMAILI paciucKa B HITAMIIOB U
n3obpaxeHUEM JOJDKHOCTHOTO pacrimcka i
Focymaperseioro Tepba  mmma-monysarens TONYHYCHUH 1 11enre CHCHI/IEUILHOI/IV
ITEMIENLHON
Pecny6nuku Kaszaxcran u KPacKH

CHEIUAILHON IITEMIIEILHOM
KpacKu

3



®opmar A4 (210X297)

dopma

[Ipunoxenue 16
K TUIIOBBIM TpaBHUIaM TOKYMEHTHPOBAHHMS
Y YIpaBIICHUS TOKyMEHTaluen
B TOCYIapCTBEHHBIX M HETOCYIAPCTBECHHBIX
OpraHU3aLuIX

XypHai ydera U BRIIa9¥ IephEBHIX aBTOPYI€EK, 3aIIPaBJICHHBIX

CIICITHAJIbHBIMY 9YCpHHUIIAMHA

HaumenoBanue
damuang ¥ uHAOUAIE J{OKHOCTh | IIpumeuanue,
CTPYKTYpPHOTO
JOJDKHOCTHOTO JHIA, (aMuUius JIHIa, OoTMETKa 00
nojpasJeiaeHus, Hara
Ne OCYIIECTBIISIIONIETO MOJIYYHBIIETO Hata YHHUTOKCHUH
OCYUIECTBIISIOIIETO BO3BpaTa .
Ne XpaHEHHUE TMEePhEeBBIX MEPhEBYIO BBIJaYH U nepbeBoi
XpaHEHHE IEePbEeBBIX
IL.II aBTOpYyYEK, aBTOPYUKY, pacrnucka B aBTOPYUKH,
aBTOpYUEK, pacmmcka .
3alpaBICHHBIX 3ampaBICHHYIO IOy YCHUN 3arpaBIICHHON
3anpaBIeHHBIX B IIpUEMe
CIenHalbHBIMU crenuaibHBIMU CIIENUAIEHBIMU
cIelHaJlbHbBIMU
YepHUIAMHI YepHUIaMHI YepHUIIaMHU
YepHUIaAMH
1 2 3 4 5 6 7
dopmat A4 (210X297)
IIpunoxenue 17
K TUOBBIM MIpaBUIIaM JOKYMEHTHPOBAHHUS
Y yTpaBJeHUs TOKyMEeHTaluen
B FOCYIapCTBEHHBIX M HETOCYAAPCTBEHHBIX
OpraHU3aIUIX
dopma
Ha3BaHUC OpraHu3allviu
Ne
(mara) _
YTBepxkaaro
HaumenoBanue
IOKHOCTHU
PYKOBOAMTENS
OpraHU3alHA
Pacmmdporka

(nuuHas



MOJIMHCH)
ITongnucu

JHara

[Tpuema-niepeaaun neyaTHo-0JaHOYHOM MTPOMYKINH, NIEUaTEH, IITAMIIOB, MOUISKAIIUX 3aIIUTE,
CPE/ICTB 3aIlIMUTHI TOKYMEHTOB M PETHCTPAlMOHHBIX YYETHBIX (POPM K HUM

OcHoBaHMe: HOPMATUBHBIM NMPABOBOM aKT WJIM MHOW JOKYMEHT, OCITYKUBIINAN
OCHOBA AaHUEM
JUISl COCTABJIEHUS aKTa.
CocTaBieH KOMUCCUEN B COCTABE:

[Ipencenarens KoMUCCUU
JOJDKHOCTD, MHUITUANBI, (hamMuius ( TIpH ero HaJIudun)
YieHsl KOMHCCHU: 1.
JOJDKHOCTD, MHUITHANBI, (hamMuIus ( TIpH €ro HaJIuduH)

JIOJKHOCTh, MHULIMAJIBL, (pamMuins ( IpU €ro HaJIu4Yun)
nepena

HanMeHoBaHue opranu3anuu (CTpyKTypPHOTO MOJAPA3AEICHHUS ), OCYIIECTBISIOIIETO
nepeaavy)

HaunMeHoBaHue opranuzanuu (CTpyKTYpPHOTO MOIPA3AEICHHs ), OCYIIECTBISIONIETO

IPUEM)

1. Hencnonb30BaHHYIO TT€YaTHO-0JIAHOUHYIO TIPOAYKITHIO, TIOJICIKAIITYIO 3aIIUTE (
OTAENbHO mo BUJTAM),
cepur  cNe  moNe B koimyecTBe AK3EMIUISIPOB.

(urdpamMu ¥ MPOMHUCHIO)
2. AKTBI O BBIJCJICHUHM K YHHUUTOXXEHHUIO HCIOPYEHHBIX 3K3EMILISIPOB

Ne4YaTHO-0JIAHOYHON MPOIYKIIMH, TOJICKAIICH 3allIuTe,

(I[aTBI, HOMCpA, KOJIMYCCTBO IK3CMILIIAPOB

aKTOB I10 BU1aM OJIAaHKOB)
3. Ileuatu ¢ uzodbpaxxkenueM ['ocygapctBenHoro ['epba Pecnyonuku Kazaxcran B

KOJINYCCTBC IOTYK.

(mudpaMu U MPOIHUCHIO)
4. IlITamner ¢ uzobpaxkenuem ['ocynapcteennoro ['epba PecryOonmku Kazaxcran B

KOJINYECTBE HITYK.
(mrdpamMu ¥ MPOTUCHIO)

5. CpencrBa 3a1UThl JOKYMEHTOB:

(HaMEHOBaHUS CPEJICTB 3aIHTHI)




B KOJINUECTBE MITYK.
(mdpaMu U MPOTMHUCHIO)

6. Peructpanuonnpie yueTHbIE (JOPMBI:

(BUABI PETUCTPALMOHHBIX YYETHBIX (HOPM, UX

HOMEpPA [0 HOMEHKJIAType /1eJ]l, HOMEepa TOMOB, JJaThl IEPBOM U MOCIEAHEN 3aMucH,

KOJINYECTBO JIUCTOB)
CocrosiHne y4eTHOW paboThl C MEYaTHO-OJAaHOYHOW MPOAYKIUEH, TeYaTsIMH,
HITaMIaMH, OJUIEKAIMMU 3aIUTE, U CPEICTBAMH 3alHUTHl JOKYMEHTOB

(oOmras xapakTepUCTHKA COCTOSHUS YYETHON pabOThI)

[Tepenan (a) MOAITUCH PacumudpoBka nmoamnucu
[Tpunsin (a) NOANKUCH PacmudpoBka noanvcu
CocraBiieH B AK3EeMILISIpE (ax):

1-i1 sx3emmuisip: B gene No
2 sx3eMIuIsp: (aapecar)

IIpencenarens KOMUCCUU HOJINCH pacindpoBKa NOJIUCH
YiieHBI KOMUCCUU ITOAIUCH pacmm@poBKa NOIMUCH
®opmar A4 (210X297)

[punoxenue 18
K TUIOBBIM IpaBHUIaM TOKYMEHTHPOBAHHS
U yIpaBIICHUS JOKyMEHTalueH
B TOCYJJapCTBEHHBIX M HETOCYAApPCTBEHHBIX
OpraHu3aIisIxX

dopma

HanMCHOBAHHC OpraHU3alnun

——————————————————— Ne

YrBepxagar
HaumenoBaHue JTOJKHOCTH



PYKOBOAMTENS OpTraHu3alnHuu
Pacmudposka

(muaHas MTOATHCEH) MOAIHCH
Jlata

O BBLIJEJIIEHUH K YHUUYTOXEHHUIO
WUCIIOPYCHHBIX  JIK3EMIUIAPOB ICYATHO-OJNAHOYHON  MIPOAYKIIHH,
MOJIJIEKAIIEH 3aIIATE

OcHOBaHUE: HOPMATUBHBIN MPABOBOM AKT WJIM MHOW JIOKYMEHT, MOCTY KUBILIHMA
OCHOBAHUEM JIJI1 COCTABIICHUS aKTa.
CocraBiieH KOMUCCHEN B COCTaBe:
[Ipencenarens kKoMUCCUU

JOJKHOCTH, MHAIHAIIBI, PamMuiust (MPU €ro HATMIHUN )
Unensl komuccuu: 1.

JOJKHOCTb, MHULIMAJIBI, pamMuiius (MpU €ro HaJTu4uH)
2.

JOJKHOCTb, MHULIMAJIBI, pamMuiius (MPU €ro HaJIu4uu)

OToOpaHbl K YHUYTOXKEHUIO UCTIOPYEHHBIE AK3EMIUISIPHI CIAEAYIONUX BUJIOB
ne4yaTHO-0JIaHOYHOM TTPOIYKIINH, TOAJIekKAIEH 3alluTe:

Ne HaumenoBanme Buma  Cepus U HOMepa SK3eMIUIIpoB KomnyecTBO — IK3eMILISIPOB

No  medaTHO-OJMaHOYHOMN neyaTHo-0J1aHOYHOM HUCTOPYEHHBIX MonMetanie
I.I TPOAYKIIMU, MOMJISKANICH NPOMYKIHH, TMOJJICKANICH  eYaTHO-OJAHOYHOM MPOTYKIHH, P
3amuTe 3aluTe noJyIexarieil 3ammure
1 2 3 4 5
Hroro HCIIOPYEHHBIX SK3EMIUIAPOB ME€YATHO-O0JIAHOYHON

(tubpaMu W TNPOMNHUCHIO)

MPOIYKIHH, TTOJJICIKAIIEN 3aILUTE.

CocraBiieH B 3k3eMIuIsipe (ax):

1-i1 sx3emmuisip: B aene No

2 sx3eMIuIsp: (aapecar)

[Ipeacenarens KOMUCCUU MOJIITUCH Pacmmdporka moanucu

YUneHnsl KOMUCCUU MOANUCH PacmmmdpoBku noanuceit

OTMETKH B JKypHaJIbl ydeTa M BBbIJA4YM MEYaTHO-O0JaHOYHOW MPOAYKIIHH,

MOJaJEXKalleu 3allUTE, BHECECHBHI,
VICTIOPYCHHBIE 3K3EMIUISIPBI B KOJIMYECTBE YHHUUTOXKEHBI ITyTEM

(mudpaMu 1 IPOIHUCHIO) (BUJ YHUYTOXKEHHUS)
HanmenoBaHue 10KHOCTH MOMHUCH PacmmdpoBka moanucu
JlaTa
dopmat A4 (210X297)



IIpunoxenue 19
K THUIIOBBIM MpaBUIIaM TOKYMEHTHPOBAHUS
U yIIpaBIICHUS JOKYMEHTAIHEH
B TOCYAapCTBEHHBIX M HETOCYIapCTBEHHBIX

OpraHH3aIsIX
dopma
Ha3BaHHC OpraHu3anuu
AKT
——————————————————— No
(mara)
YTBepxaar
HanmenoBanue JIOJDKHOCTH
PYKOBOIUTENS OpraHU3alnu
Pacmmmdposka

(MMyHas  TOMMWCH)  MOJAIHUCH
Jara

(0] BBIACJICHUN K YHUUYTOKCHUIO rnevarei u mTaMIIOB, IIOJICKAIIHUX 3alIUTC
OcHOBaHKE: HOPMATUBHBIM NIPABOBOW AKT WJIM WHOW JTOKYMEHT, ITOCITY KUBIIHAM
OCHOBAHMEM JIJIS1 COCTABJICHMS AKTA.
CocTaBieH KOMUCCUEN B COCTABE:
[Ipencenarens KOMUCCUU
JOJIKHOCTh, MHULIMAJIBI, PamMuiust (MPU €ro HaTu4uu)

YieHsl Komuccuu: 1.

JIOJDKHOCTD, MHUITUATBI, (pamMumus (Ipu ero HaJluuuu)

2.

JIOJDKHOCTD, MHUITUAJBI, (pamMumus (Ipu ero HaJIuduun)

OTOOpaHbl K YHUUTOXEHUIO CICAYIOINE TIeYaTH U IITaMIIbl, HOIJIekKAIUE 3allUTE:

Ne Ne m.m. HaumenoBanue Konngectro [Ipumeuanue

1 2 3 4

CocraBiieH B 3k3eMIuIspe (ax):
1-i1 sx3eMmuisip: B aene No
2 sx3eMIuIsp: (aapecar)
[Ipencenarens KOMUCCUU MOANHUCH Pacuudposka nognucu
YUneHnsl KOMUCCUU MOANUCH PacmmmdpoBku noanuceit
OTMeTKH B >XypHaj BHECEHBI, MI€YaTH M IITaMIbl, MOJJIEKAIINE 3allUTe, B
K OJHUUYECTBE



IMITYK YHHYTOXCHBI IIYTCM

(uudpaMu U PONUChbi0)  (BUJ YHUUTOXKCHUS)
HaunmenoBanue qoKHOCTH MOJINIACH PacmmdpoBka moanucu

JlaTa
®opmat A4 (210X297)

IIpunoxenune 20
K THUIOBEIM IpaBHUIaM TOKYMEHTHPOBAHHMS
W yIpaBIICHUS JOKYMEHTAIHEH
B TOCYAapCTBEHHBIX M HETOCYIapCTBEHHBIX
OpraHu3aLuIx

dopma

Ha3BaHHEC OpraHru3anuu

AKT

——————————————————— Ne

(mara)
YTBepxagarmw
HaumeHnoBaHue JOJKHOCTH
PYKOBOJIHUTEIS OpTaHHU3aI AN
____________ Pacmudposka
(muaHas MMOJIHCEH) MOAIUCH
Jlata

(0] BBIACJICHUN K YHUUYTOKCHUIO CPEACTB 3all[UThl JOKYMCHTOB
OcHoBaHME: HOPMATHUBHBIN MPABOBOM aKT WJIM MHOW JOKYMEHT, OCITYXUBIINAN
OCHOBAHMEM JIJIS1 COCTABJICHMS AKTA.
CocTaBieH KOMUCCUEN B COCTABE:
IIpencenarens KOMUCCUN

JOJKHOCTb, MHULIMAJIBI, pamMuiius (MpU €ro HaTu4uu)
Ynensl komuccu: 1.

JOJIKHOCTb, MHULIMAJIBI, pamMuiius (MPU €ro HaTu4uu)
2.
JIOJDKHOCTD, MHUITUATBI, pamMumus (Ipu ero HaJluduu)

OTO6paHBI K YHUYTOXXCHHNIO CIICAYIOINNEC BUABI CPCACTB 3allITUThI JOKYMCHTOB!
Ne Ne m.m. HaumenoBanue Konngecto IIpumeyanue

1 2 3 4

CocraBieH B 3k3eMIuspe (ax):

1-i1 sx3emmuisip: B aene No

2 sKx3eMIuLIp: (aapecar)

[Ipencenarens KOMUCCUU MOAMHUCH Pacmmdporka nmoanucu



UneHbl KOMUCCHU MOJINUCH PacummdpoBku noamnucei
OtmeTku B KypHaibl yueta No  BHECEHBI, CPEICTBA 3alIUThl TOKYMEHTOB
YV HHUYTO X € H bl
nytTem
(BUBI YHUUTOKECHUS )
HaumeHoBaHu€e TOTKHOCTH MOJIIUCH Pacmmdporka noanucu
[lara

dopmar Ad (210X297)

IIpunoxenue 21
K TUIOBBIM IpaBHUIaM TOKYMEHTHPOBaHHS
U yIpaBIICHUS JOKyMEHTalueH
B TOCYJJapCTBEHHBIX M HETOCYAAPCTBEHHBIX

OpraHHU3aIHsIX
dopma
Ha3BaHHC OpraHru3anuu
AKT
___________________ Ne -
(nara)
YTBepxaarw
HaunMeHoBaHKE JTOKHOCTH
PYKOBOJAMTEIS
opraHu3anuu
Pacmudposka

(IM4Has NONKCH) MOATHUCH
Jara

O BBIOCNCHHH K YHHYTOXCHHUIO HEHCIIONIB30BAHHON MEYaTHO-OJIaHOYHON
MIPOIYKITHH, MTOJIEKAIIEH 3aIuTe

OcHoOBaHKE: HOPMATUBHBIN MPABOBOW AKT WMJIM MHOW JTOKYMEHT, MOCITY KUBILIHMI
OCHOBAHUEM JUJI COCTABIICHUSA aKTa.
CocTaBieH KOMUCCUEN B COCTABE:
[Ipencenarens komuccun
JOJKHOCTh, MHULIMANBI, (pamMuiins (IpU €ro HaTnIHiH )

YsieHpl KOMUCCUU: 1.

JOJKHOCTh, UHUIIMAIIBI, pammiust  (TPU €ro HAJTHUYUN)
2.
JOJKHOCTH, MHUIHAIIBI, pamMuiust (MPU €ro HATHIHUN )




OToOpaHbl K YHUYTOKEHUIO YTPATUBIIIAE B CBA3U

(IUKBHUIALIMEN, peopraHu3alei)

(opummanbHOE HaMMEHOBAaHUE TOCYAAPCTBEHHOTO OpraHa (OpraHu3aIlin)
NPaKTUYECKOE 3HAYECHUE CIICTYIOIINE BUABI
HEHUCI0JIb30BAaHHOM 1MeYaTHO-0JaHOYHON NPOAYKIUU:

HanmenoBaHue BHJIA KonuuecTtBo
Ne Ne . Cepust 1 HOMeEpa SK3EMILIIPOB
neyaTHo-0JaHOYHOM N HEHCIOJIb30BaHHBIX IIpumeuanue
MeYaTHO-O0JaHOYHOH MPOIYKIIUH
IPOAYKLIUU 9K3EMILIAPOB
1 2 3 4 5
Hroro HCHUCIIOJIB30BAaHHBIX 3K3CMILIAPOB IeYaTHO-0JJAHOYHOM

(mdpaMu U MPOMHUCHIO)

MPOAYKIMH, TOJICIKAILEH 3aIUTE.

[Ipencenarens KOMUCCUU MOJIHUCH PacmmmdpoBka noanucu

UiieHbl KOMUCCHUH IIOJITUCH PacumudpoBku nmoanuceit

OTMeTKH B )KypHAJIbI y4eTa M BblJIaud NEYaTHO-0JIAHOYHOW MPOYKIIUN BHECEHBI,
HEHCITOJIb30BAHHBIE IK3EMIUISIPBl B KOJIUYECTBE BECOM KT

(urdpamMu ¥ MPOMUCHIO)
YHUUTOKEHBI ITyTeM
(BUJ yHUYTOXKCHHS)
HaumeHoBaHue AOITKHOCTH MOJIITUCH Pacimdposka moamnucu

Jlata
®dopmar A4 (210X297)

[Tpunoxenue 22
K TUMOBBIM IpaBUIaM
JOKYMEHTHUPOBAHUSI U YIIPABICHUS

JIOKyMEHTaluen
B I'OCYIapCTBEHHBIX U HETOCYAApCTBEHHBIX
OpraHnu3alusIx
dopma
O¢unmansHOe HANMEHOBaHHE OPraHU3aud
HOMEHKJIATYPA JIEJI
No
(mata) (MHIEKC)
A YTBepxkaaro
Ha roj HanmMmenoBanue q10KHOCTH

PYKOBOJUTENSI OPraHU3alNU
Pacmmdposka




(JIM4HAast NOANKCH) TOANUCH

Jlata
WNupexe 3aromoBok mgema ( KOHI/I‘JCCTBOV nen ( Cpok xpaHeHus aena (Toma, 4acTH) U Tpuveuarme
nena TOMa, YaCTH) TOMOB, YacTe) HOMEp MYHKTA 10 TIePEIHIO
1 2 3 4 5
HanmMeHnoBaHue qOIKHOCTH
pykoBoautens ciyxost JOY NOAMKUCH PacmudpoBka noamnvcu
JlaTa
Bussl pykoBoauTEnen CTpyKTYPHBIX HOAPA3ACICHUN
CornacoBana CornacoBana
npotokojioM [IDK (OK) npoTokojioM DIIK
OpraHu3aluu rOCYyJapCTBEHHOI'O apXUBHOI'O YUPEKACHUS
(mata 1 HOMep MPOTOKOJIA) (mata 1 HOMEp MPOTOKOJIA)
HTorosas 3ammce o KaTE€TOpHUAX U KOJINICCTBEC ACII,
3aBCJICHHBIX B roxy
[To cpoxam xpaHeHust Bcero B rommese
TIePEXOISIINX ¢ ormerkoit "OITK"
[TocrosiHHOTO
Bpemennoro (csormre 10 ner)
Bpemennoro (o 10 et BKIIOUNUTENBHO)
Hrtoro:
HaumMenoBaHue qOJIKHOCTH
pykoBoautens ciyx0sl IOY  moamnuck PacmugpoBka noanvcu
JlaTta
Hroroselie cBeleHUs NIEPEIAHbl B APXUB OpTraHU3aLHH.
HanmenoBaHue TOJDKHOCTH pabOTHUKA
MEepEeAABIIEr0 CBEACHUS MOAIHUCH PacmmdpoBka nmoanucu
JlaTa
dopmat A4 (210X297)
IIpunoxenne 23
K TunoBsiM IpaBujiaM JOKYMEHTHPOBAaHUSA
U yIIpaBJIeHUs JOKyMEHTalUen
B IOCyJapCTBEHHBIX U HETOCY JAPCTBEHHBIX
OpraHu3anusax
dopma

JIMCT-3ABEPUTEJIb NEJIA



DoH Ne Onuce Neo Hemo Ne
B neno moammTo U mpoHyMEPOBAHO auct (OB), B TOM
YyucCIe:

nutepHbie Ne Ne muctoB

nponyuieHHbie Ne Ne ucToB

IMIPOHYMCPOBAHHBIC YHUCTBIC JINCTHI

+ JINCTOB BHYTPEHHEW ONMUCH

Y4YTEeHO IOKYMEHTOB B BUJE BIIOKEHHUMN U MTPUIIOKEHHM, HE TTOIEKAINX
HyMepaluu

(pa3HOBHUIHOCTHU JOKYMEHTOB U UX KOJIMYECTBO)

Ocobennoctu GpopmMupoBaHus, 0POPMIIEHHS, PU3NIECKOTO COCTOSIHUS 1 y4eTa JOKYMEHTOB Jieja Ne nucros
1 2
1. Bpomrwopsl u apyrue nme4yaTHBIE U3TaHUS
2 . Jluw cT o B KH
3. Bopeskmu a3 raszer
4 . OTEXKDpEBHTTZKTIH
5. KounBepTH
6 . Mapkmu MOYTORBBH e
7. Mapku repOoBE €
8. IMtemnenu IIOYTOBBIE (mpm HAJlU4YUH)
9. CnenuanbHBIE MOYTOBHIE OTMETKH
10. CyprydHsie, MacCTHUYHBIE nmevyartu
11. POTOOTOKYMEHTHBH
12.  Kaprtel, 1mmaHbl, UYepTeXH H  Jpyrasg Hay4yHO-TEXHHYEeCKas JOKyMEHTaLlHs
13. Pucynkum, TPaBIOPHI, aKkBapenau
14. ABTOTpadm B U I HBIX neaTenewn
15. CkaneeHHEE IHUCTBI
16. YrparTa qyacTH TUCTOB

17. Yracarommii TEKCT

HaumeHoBaHune NOMKHOCTH JIUIIA, Pacumdporka
3aII0JIHUBILIETO JIMCT-3aBEPUTEID J€JIa IOJIUCH MOJIUCH
[larta

[Ipumeuanue.

1. JIucT-3aBepUTENh COCTABISAETCS JJIS y4eTa KOJMYECTBA JUCTOB B JIelie U
dbuKcanu 0cCOOEHHOCTEN UX HyMepaluu.
2. JIucT-3aBepuUTENH COCTABIIACTCA HA OT/ACIBHOM JIHCTE (JIUCTaX) U MOMAIINBAETCS B
KOHIIE JIea.



3. B nucte-3aBepuTene ykasplBaeTcsd LU(paMu U MPOMUCHI0 KOJIHUYECTBO
IPOHYMEPOBAHHBIX JIMCTOB JieJla U OTAENbHO, Yepe3 3HaK "+" (IJIKocC), KOIUYECTBO
JUCTOB BHYTPEHHEH OMUCH TOKyMEHTOB Jefa.

4. B nmcTe-3aBepuTelie OTMEYAIOT CIEAYIONINE OCOOCHHOCTH HyMeEpalluw,
odopmiieHus: U GU3NIECKOTO COCTOSHUS JOKYMEHTOB JIena:

1) cpencTBa mouToBOro OOpaleHus: (MapKu BCEX BUJOB, KOHBEPTHI, OTKPBITKH,
OJIaHKH, IITEMITCIIH, IIITAMIIBI, TJTOMOBI);
2) meyaTu ¥ UX OTTUCKU;
3) aBTOrpadbl BUAHBIX TOCYIaPCTBEHHBIX U OOIIECTBEHHBIX JESATENCH, NesTeei
HaYKH, TEXHUKH U KyJIbTYpBbI;
4) poTOAOKYMEHTHI;
5) puCyHKH, TPaBIOPHI 1 aKBAPEIH;
6) KpynnHO(pOpMaTHbIE JOKYMEHTHI;
7) CKJI€EHHBIE JIUCTHI, TOBPEXKICHUS JOKYMEHTOB;
8) IMCTBI ¢ HAKJIEEHHBIMHU QOoTOrpadusiMu, TOKyMEHTAMU;
9) KOHBEPTHI C BIOKCHUSMH U KOJTHYECTBO BIIO)KEHHBIX B HUX JIUCTOB (ITPEIMETOB)

10) MOKyMEHTBI, UMEIOIIHNE CAMOCTOATEIBLHYIO HyMepamuo (B TOM YHUCIIE U
Tunorpadckue MaTepuabl), U KOJIMYECTBO UX JIUCTOB (CTPAHUII).

5. Ecniu Ha ogHOM JUCTE Jiefia MMEeTCsl HECKOJIBKO 0cOOeHHOCTel odopmieHus
JTOKYMEHTa, TO B rpade 2 nucTa-3aBEpUTENsT MPOCTABISIETCS HOMEpP ITOTO JIUCTA
IPOTUB Kak10M mo3unuu rpadsi 1.

6. Ecnu B JOKyMEHTE Ha OJHOM JIMCTE UMEETCS HECKOJIBKO MAapOK M WHBIX
MaTepuanaoB, TO B rpade 2 B CKOOKaxX MOCJIe HOMEpa JINCTa JieJia YKa3bIBaeTCsl MX
KOJIUYECTBO.

7. Ecnu B Aene UMEITCS MPEeAMEThI, HyMepalusi KOTOPhIX HEBO3MOXHA M3-32
0COOCHHOCTEN MaTepualia, U3 KOTOPOTrO OHU MCIIOJIHEHBI (CTEKJI0, METaJl, TKaHb U
Ipyrue), To B rpade 2 yKa3bpIBalOTCS HOMEpA JIMCTOB, MEXKY KOTOPHIMU HAXOJUTCS
JAHHBINA MPEIMET.

8. Bce nmocnenyone U3MEHEHUS B COCTaBE U COCTOSIHUU Jieia (TIOBpEeXIEHUE,
3aMeHa TOJIJMHHBIX JTOKYMEHTOB KOIHSIMHU, MPUCOCIUHEHUE HOBBIX JTOKYMEHTOB)
OTMEYAIOTCS B JIUCTE-3aBEPUTETIE CO CCHIJIKOM HA COOTBETCTBYIOIIUMN AKT.

9. Jluct-3aBepuUTEND HE HYMEPYETCHI.
dopmat A4 (210X297)

[Tpunoxenue 24
K TUMOBBIM IpaBUIaM JOKYMEHTHPOBAHUSA
U YIIpaBJIeHUS JOKyMEHTaIen
B FOCYJapCTBEHHBIX M HErOCYAapCTBEHHBIX
OPTaHM3AIIIX



dopma

BHYTPEHHSS OITMCh
IOKyMEHTOB aena Ne
No No /i1 Jenonpon3BoaCTBEHHBIM HaTta 3aro1o0BOK Homepa nucrtos Tpumeuane
HHIEKC JIOKyMEHTa JIOKyMEHTa nena
2 3 4 5 6
Hroro JIUCTOB JOKYMEHTOB
(umdpaMu U MPOMUCHIO)
KonnuecTBo 1UCTOB BHYTPEHHEHN ONKUCHU
(uudpaMu U MPOMUCHIO)
HaumeHoBaHue NOHKHOCTH JIMIIA,
3aMOJIHUBIIIETO BHYTPEHHIOIO OTTUCH
JIOKYMEHTOB JIeJIa MOJITHUCH PactmudpoBka moamnucu
JlaTa
®opmat A4 (210X297)
IIpunoxenue 25
K THIoBBIM npaBujiaM IOKYMCHTHUPOBAHUA
U yNpaBJeHUs TOKyMEHTaluen
B I'OCYJapCTBEHHBIX U HETOCYAapCTBEHHBIX
Opra"nu3anusax
dopma
Ommcs fen
Od¢unransHoe HAMMEHOBAHUE YTBepxkaaro
CTPYKTYPHOI'O IOAPA3ICIICHUS HaumeHoBaHHE TOHKHOCTH PYKOBOAUTEIIS
OpraHu3aIuu CTPYKTYPHOT'O TIOAPA3ICICHUS

Pacmudposka
(JIM4Hast TOAMKCH) TOAMKUCH




JlaTta

Ormmce Ne 3a rof (1)

NoNe Wupekc 3aronoBok nena ( Kpaitaue matel ( Cpok  xpaHeHuss  KonwdecTBo JHCTOB B

m/m  Jena  TOMa, YaCTH) TOMa, YacTH) nena (Toma, yactu)  Jelne (ToMe, 4acTH) Tpumenane

1 2 3 4 5 6 7
B nanHyr0 ONMCH BHECEHO nencNe moNe | BTOM

(mudpaMu ¥ IPOITHUCHIO)

quclie:
JIMTCPHBIC HOMCPA:
MIPOITYILIEHHbIE HOMEpA:
Hanmenosanune JOJIZKHOCTH JIN1Aa,
COCTaBUTCIIA OIINCHU IIOAIINCH PaCIHI/I(prBKa IIoAIInCn
JlaTta
PykoBoautens ciryx0Ob
J0Y MTOATHUCH Pacuudposka nognucu
JlaTta
PaboTHuk
apXuBa OpraHu3alnuu MOAIUCH Pacmudpoka

[HoAIINCH
JlaTta
[Ipumeuanue.

B onucu nen nocTossHHOTO XpaHeHus rpady 5 He 3armoaHSIOT.



dopmar Ad (210X297)
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